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April 6, 2011

Mr. Mark Strong
National President
National League of Postmasters
of the United States
One Beltway Center
5904 Richmond Highway, Suite 500
Alexandria, VA 22303-1864

Dear Mr. Strong:

The Postal Service proposes revision of certain provisions of Title 39, Code of Federal
Regulations, Part 241 (also referred to in this correspondence as “the proposed rule”), as well as
Administrative Support Manual (ASM) Section 122.1, Employee and Labor Relations Manual
(ELM) Section 113.3, and Postal Operations Manual (POM) Sections 139.116, 151.22 and 665.
The Postal Service also proposes revision of Handbook PO-101, Post Office Discontinuance
Guide. Copies of the proposed revisions, with proposed changes indicated, and with proposed
revisions incorporated are enclosed for your review. Further, pertinent proposed revisions of
Handbook PO-101 are highlighted in the enclosure regarding that handbook. The following
summarizes the proposed changes:

o Staffing of Post Offices: The proposed rule would clarify that Post Offices may be
managed by Postmasters, as is commonly the case, or by other personnel acting under the
supervision of a Postmaster. Thus, a Postmaster could serve in more than one Post Office,
or an employee other than a Postmaster could be responsible for day-to-day management of
a Post Office. Such a staffing change would not necessarily resuit in a reclassification of the
Post Office as a station or branch. This change would be reflected in ASM 122.1, ELM
113.3, and Sections 112.1 and 623 of Handbook PO-101, as well as 39 C.F.R. Part 241. The
revisions to POM 139.116, 151.22, and 665 would accommodate this change, although they
also clarify current practice that Postmasters need not personally perform the tasks described
therein. Other provisions of Handbook PO-101 would refer to a “Postmaster or other
responsible personnel” (or similar phrases) accordingly.

¢ Redefinition of “Consolidation”: Under the proposed rule and revised Handbook PO-101,
the conversion of a Post Office into a subordinate classified station or branch would no longer
be subject to the notice and comment procedures applied to Post Office closings. The term
“consolidation” would only apply when a Postal Service-operated retail facility is converted to
a contractor-operated unit. This would be consistent with the extension of Post Office
discontinuance procedures to classified stations and branches, as described below: the
public notice-and-comment process would be triggered on the basis of an actual change in
retail presence and services, rather than a change in administrative designation.

Pursuant to Title 39, U.S. Code, Section 1004(d), you may provide your written recommendations
concerning the proposed revisions within 60 days of your receipt of this correspondence.

475 LENFANT PLazA SW
WasHNGTON DC 20260-4100
WWW.USPS.COM



Additionally, as a matter of general interest, the Postal Service plans to make other changes to 39
C.F.R. Part 241 and Handbook PO-101, beyond the scope of those subject to the consultative
process under Title 39, U.S. Code, Section 1004(b) and (d). If you wish to provide input on these
changes, the Postal Service would welcome your views within the 30-day public comment period
for the proposed rule. The following summarizes these other changes:

» Stations/Branches Closings: Postal Service regulations have not subjected classified
stations and branches to the same notice and comment procedures as are applied to Post
Office closings and consolidations. The Postal Service recognizes the Postal Regulatory
Commission and others have urged the Postal Service in multiple contexts to apply the same
procedures to all such facilities. The proposed rule and revised Handbook PO-101 would do
just that, by applying the same notice and comment procedures to classified stations and
branches as are applied to Post Offices.

¢ Top-Down Process: The Postal Service generally uses a “bottom-up” process to identify
Post Offices for possible discontinuance. The proposed rule and revised Handbook PO-101
would clarify that Headquarters management could identify candidate offices for study using
a “top-down" approach.

o Factors to Trigger a Discontinuance Study: The proposed rule and revised Handbook
PO-101 would clarify factors that could be used to identify candidate retail facilities for
discontinuance study consistent with applicable law. The proposed factors would include a
decline in earned workload below the minimum established level for the lowest non-

bargaining (EAS) employee grade. Insufficient customer demand would also be a factor that
could lead to a feasibility study, as would the availability of alternate access channels.

e Process Management: The proposed rule and revised Handbook PO-101 give effect to
improvements in the administration and management of the discontinuance process.

Please contact Lee Olohan at (202) 268-4762 if you have questions concerning this matter.

Sincerely,

n Cavallo
AVianager
abor Relations Policy Administration

Enclosures
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Transmittal Letter

Introduction. Handbook PO AIOI, et i Postal Service-Operated Retail Facilities Discontinuance Guide,
serves as a tool for providing district P+t sHicet™ revtew—conshitesDiscontinuance Coordinators information on
policies and procedures retated to-affecting investigation of the possible discontinuance of Rost Gtkice~:Postal
Service-operated retail facilitics. Through adherence to tHiewu-poticiesand-proceduresthis handbook, the Postal
Service™ will assess the viability of and customer access to Pri~i-¢ Hticesretail facilities, ensuring that the Postal
Service continues to provide .«~icost effective universal service to all AMericans i+~ ottlined itv-Hor£resstefemortetitoens
ieere b Aped-2002,

Explanation. This handbook outlines the procedures - te-Hew - applicable to the Po~t Otfiee-discontinuance process
and emphasizes customer participation in these procecdszs Hiere-d~-nosuch investigations. No change in law or Postal
Service policy governing discontinuance of Post Offices has occurred, except that. as policy decision, the Postal Service
now applies the notice and comment procedures for Post Office discontinuance investigations also to discontinuance of
Classified Stations and Classiticd Branches. The purpose of il 2«iethis handbook is neither to encourage nor discourage
discontinuance-~, but 1 athersimply to provide assiiarew ieexplain how best field personnel incan undertake the
investigative process.

Distribution. This handbook is distributed to all appropriate i1 hrtcr-Headquarters, area, district and local i~
¢34 employees who are involved in the discontinuance process.

8 Online. Handbook PO-101 is available on the Postal Service Intranet on the PolicyNet Web site at
http: /blue. usps.govicpim (click on HBKs).

8 Additional Copies. You may order printed copies from the Material Distribution Center (MDC) using the touch
tone order entry (TTOE) system. Call 800-332-0317, option 2.

Note: You must be registered to use TTOE. To register, call 800-332-0317, option |, extension 2925, and
follow the prompts to leave a message. Then, wait 48 hours after registering before you place your first order.

Revisions. We will issue any new or revised policies or procedures through Postal Bulletin articles.

Rescissions. Any previous applicable directive that is in conflict with this handbook is rescinded. The previous issuc
of Handbook PO-101 is obsolete.

Comments. Submit comments and questions about the content of this handbook in writing to:

MANAGER

A CUSTOMIER SERVICE OPERATIONS
DELIVERY AND Ki | Al POST OFFICE OPERATIONS
US POSTAL SERVICE

475 L’ENFANT PLAZA SW R¢ M 300" ROOM 6800
WASHINGTON DC 20260 7-6800

Effective Date. This handbook is effective upon receipt.

22kl

WoitHa-ie- Q—fd“i“:':ﬂl

reting

Insert Signature




Dean J Granholm
Vice President

Delivery and Retai{Post Office Operations

Post Office Discontinnance Guide
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1 Introduction

11  Overview

i Purpose

This :unichandbook is designed to assist field iscontinuance personnel in undertaking a feasibility study, an investigation that may

lead to the discontinuance ot'a Postal Service-operated retail facility that could be a Post Office ™ discontitidieeprocess: T,
Classitied Station, or Classitied Branch.

12 Scope

2.1 General

These guidelines apply i +1niiv to the -f~continmance of independent Post Oftices Chapters 2 throagh 3 are wreanized-accordine (o
e steps o Hhat process Speckt constderations are covered in Chapler b Separate procedures-for discontinting ¢lassiiod-sttione. -
crvnes ek contractoroperated commanie Post Obices (CPOS ) are m chapter T Resulations aHecting “hypansion. Relocation. and.

Cotirncbon of New PostObices” are fored i SO CRR 240 2

122 Exhibitsnnd-Forms

Frtms deticns and guestionnaires i s gurde iy be photocopied or reprodiiced as necessary Postal Service's consideration of’
whether an existing USPS-operated Post Office vlosing ~tandird lanoniue § P WOSE Hemplates dare alvo available torYCRE- workstations
shemrovers wio have tequested debivery of the POCSE templistes Once the templates have been installed: vou Citik deeess them on

e N vorhstation by startire Microsolt Word. For fusther information on POGCS] ~templates, pledse contact the-Headdguarters- Post

Sritbe vev iy contdinetor Hloseevet e Fenier Bbfetior It (e s detnses Loriettticetient Form ts provided-as-tormaton only tee

St ek Saies el de final deteriniation iom Headgtiaders A cony of the tinal determingtion ix ransmitted io thevive
prestdents Ve Operations, Classified Station, or Classitied Branch should be discontinued. This includes anv studv, proposal, or

tinal determination to:

®  replace a Postal Service-operated retail facility with a contractor-operated retail facilitv:

*  combine one or more Postal Service-operated retail facilities: or

* discontinue a Postal Service-operated retail facilitv without providing a replacement facilitv.

[he conversion of a Post Office into, or the replacement of a Post Office with, a Classified Station or Classified Branch is nota
discontinuance action subject to this Handbook. A change in the management of a Post Office such that it is staffed onlv part-time bv
a postmaster. or not staffed at all bv a postmaster but instead by another tvpe of USPS emplovee, is not a discontinuance action subject

to this section,

Handbook PO-101, Auuust 2004Mav 2011 1
Updated Wath Postal Bubetin Revisions Fhirough August 2. 2007
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112.2 References

See appendlx €B for a list of deeumem-references on the dlscontlnuance process This hst is a gmde to further resources. For

12 Federal Law Regarding Post Office Discontinuances

121 Independent Post Offices

Under Title 39, United States Code, Section 404(bd), any decision to close or consolidate a Post Office must be based on certain
criteria. These include the effect on the community served; the effect on employees of the Post Office; compliance with government
policy established by law that the Postal Service™ must provide a maximum degree of effective and regular postal services to rural
areas, communities, and small towns where Post Offices are not self-sustaining; the economic savings to the Postal Service; and any
other factors the Postal Service determines necessary. By means of a 1998 amendment, the Postal Service may not consider
Occupational Safety and Health Administration (OSHA) compliance when deciding whether to close a Post Office. In addition,

certain mandatery-procedures apply to discontinuance actions:

a.  The public must be given 66-day~—notice of the Postal Service’s intention to close or consolidate a Post Office at least 60 days
prior to the proposed actioneffective date of'the closure or consolidation, to enable the persons served by a Post Office to
evaluate the proposal and provide comments._As a matter of policy, the Postal Service extends this requirement to

discontinuance actions of USPS-operated Classified Stations and Classified Branches.

b.  KinalThe final determination to close or consolidate a Post Office must be made in writing and must include findings covering
all the required considerations after public comments are received and taken into account._As a matter of policy, the Postal

Service extends this requirement to discontinuance actions of USPS-operated Classified Stations and Classified Branches.

¢.  WrittenThe written determination must be made available to the customers served by the office at least 60 days before the

discontinuance takes effect._As a matter of policy, the Postal Service extends this requirement to discontinuance actions of
USPS-operated Classified Stations and Classified Branches.
d.  Any customer served by thean affected Post Office may appeal the decision to the Postal kateRegulatory Commission (PRC)

within the first 30 days after the written determination is made available.

e.  The PRC may either affirm the determination of the Postal Service or return the matter for further consideration, but may not
modify the determination.

f The PRC is required by title 39, United States Code, section 404(bdX(5) to mahe« determination onresolve the appeal no later
than 120 days after receiving the appeal.

122 Classified Stations;- and Branches;-and-ContractorOperated-Community Post
Offiees

Whena-distrietmanager: Customer-Service-and-Sales: determines-it-is-necessapto-discontinue the operation-ofa classified-station -

branch—or-contractoroperated communit-PostOtficetE PO thatis-attached-administratively-to-an-independent-Post Office—writien-
notice-must-beprovided immediately-to-the vice president Delivery- and-Retaib-Fhe-notice- mustinclude-the-reasonsHor the proposed-

discontinuanee—The-vicepresidentor- desisnecapproves-or-disapproves-the-proposed-discontinuance-hased-onthe justification
provided-by-the-district manager- Customer-Serviceand-Sales—Nofinalnetionon-a-proposed-discontinvance-may-be-takenwithout the-

As a matter of policy, the Postal Service applies certain provisions of this Handbook to discontinuance actions associated with USPS-

operated Classified Stations and Classified Branches.

2 Handbook PO-101, August2004May2011
Updated-W ith-Pestal-Bulletin-RevisionsFhroush-August 22007
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13 Responsibilities

131 Vice President, Delivery and RetailPost Office Operations

The vice-presidentVice President, Delivery and RetaHPost Office Operations (or designee), makes final determinations to discontinue
independent Post Offices, classited-stations—branches—and-contrretcommunitn—LRost Otfices:

132+ ‘ Generstd

Hhe-districtmanager: Cusomer-Service aid Nales: i~ fespoiistble o overseeing the PostOftice diseomtitaee-itrestivation wiim
the-districtand-must provide writienapprovakbeforeame ivestization-iy inititted- Rost-OHice-und-communite- Post O ice
discontintanee-aetivities are senerably initlated b the manager. Post Oftice Operations—Classified station-and-branch discontinuasee:
proposals-are-generaHy ittiated-by- the instablation-heded - Fhe-district anager- Customer-Service and-Sales—ttstiediaieh- notii-
the-Headktiarters-Post-LHice feview coofdidiorwheni-det ion contiai-to tdiscontintatce-proposaboceirstie -t proposai-is ~cnt
to-the-vice-president- Dehverv-and Retath-for-feviewSuch-contrar-detions mav-warrantwithdrawabotthe-proposab-bv thedisitre
Hrtager-Customer Service and Sales- baanples of contenry- actions tehide-the-following:Stations, and Classified Branches. In
addition, the Vice President, Delivery and Post Office Operations, may provide authorization to studv a retail facility for possible

discontinuance.

& ———Selietingcontract oHe

b - - Fatling-to-get interested oberors Jor o copinunty Posi Otlice droposdl.
& - -Killingthe-postinaster posttion.

d: o Mahing stgnttionn baldine smodiicaresos

e -—Renewing fed~e.

£ - - Proposing chanve i alternate service

g - Changing-Post Odtice level wnd honrs 8 operation

1322 R Evordinntor-Reassisnments

Phe-district manager. Customer Service athd Sades. i~ responstble for ensuring that the Headguarters Post Office review conrdepates
notitied-unmediately. i siiing, oF any distict Post ORice review coordipator redssistiients. s notication imust e i
pamer-address—and telephone nombers of all seseiv assiuped coordingtors: Flis intormdation v emtered- into the Hleadyuaiiors sipecios
of-Rost Office-review- conrdinators Current information in-this-direeton- s nportant 1ok the etlicient-revien-ittid-conchiion o
discontinuance-proposals, the timely response by Government Relations aidPublic Polies-to- congressional-inguiries. amd the

provision-ofassistance ik instrucHons o lekd personnel:

Handbook PO-101, Augu~e-2004Mav 201 |
Updated-With-Pestal-Buletin Revistons-Throush-\uzast 2. 2007
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. 3 . . .
- .

N -. h . l‘ b

distriet-Post-Officereview-coordinatorDistrict Manager
The District Manager is responsible for overseeing the Post Office discontinuance feasibility studies within a district and provides
approval before anv such studies are initiated. unless approval has already been furnished by the Vice President, Delivery and Post
Office Operations. Upon approval to study a Post Office, Classified Station. or Classified Branch for possible discontinuance, the
District Manager may establish a District Review Team.

The District Manager must ensure that the Vice President, Area Operations, is notified of all discontinuance actions involving a Post
Office, Classitied Station, or Classified Branch.

In addition, the District Manager is responsible for reviewing the results of the feasibility studv prior to providing
approval/disapproval to post a formal proposal. Finally, the District Manager reviews the revised proposal for accuracy and
completeness prior to its submission to the Vice President, Deliverv and Post Office Operations, for review and final determination.

133 District Review Team

If established, the District Review Team usually includes the functional organizations listed in 133.1 at the district level. Each of these
lunctional organizations plays a critical role in the discontinuance process. These functional organizations within the district are
responsible for the development and coordination of anv data collection, communications, analysis, or other action necessary to
support a discontinuance study under their functional responsibilitv.

133.1 Designated Team Members

a. Facilitv Service Office: Facility and lease data.

b. Manager, Post Office Operations (MPOQO): Operational data_and impacts.

c. Manager, Operations Programs Support: Delivery data and alternate delivery options.

d. Manaeer, Finance: Development and coordination of financial data.

e. Postmaster (for discontinuance of Post Offices, Classified Stations. or Classified Branches): Local knowledge.

. Discontinuance Coordinator: The Discontinuance Coordinator provides assistance and support to the District Review Team
throughout the discontinuance process. The Discontinuance Coordinator is responsible for thoroughly reviewing official

records and certifying their accuracy and compliance with federal law, Postal Service policy, and the instructions in this
suide. District Post Office review coordinitors ire il responsible fortraining-ineumbentand newly asvizned subordinate-

nvestizative coordinators. disseminating information. s maintaining open-lines of communication by providing resular.
ettective assistance dnd cuiddance to subordinate coordimators and- investigative-personnelhandbook.

8332 S Qualifieations

Fhe- emplovee-appotited-ba the district ianitzer. Customer Service st Sales—to-sepve-as-the-districtRost Otfice reviewcoordinator
showkdhave eviennive-Post Oftice discontinuanee and-tiehboperations experience—arwelasusood-ort-and-writien communieation-
hiths: B the disteict Post Otfice review coordinator has no such experiencer considerationshould-be-giveno reassigning the-
coorditiation Fesponsibilitiesto-a-more experienced-emplovee- Hamore knowledzeable-emplovec-is-not avatlable:-the-inexperienced-
covrdhtor must begir-training inmediately under the-suidance of experienced personnelatthe-districtorotherlocation-where

4 Handbook PO-101, Ausust2004May201 1
Epdated- With-Postal Bulletin- Revisions—TFhroush-\ueust 2- 2607
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tledtiate g v avadables H adegtntte trainng b tobrathable-i-thestrictask-atexpericneed-coord inatorfrom-another distrier
o provide dasistance: Regutests tor Eleadyguariers hosted-fiakt Haning most be-tiade-tweiting to-the vice-presidet-Belivern—and
Retail: by the district mandser. ¢ ustomhier Servive amd Sales:

1333 Offiein)- Correspondenee
B33+ Headquarters

Ehstrect Posi Ofice review coordmiator st sistruct all subordinate Hivestigative coordingtors that fo correspomdence m-besent to-
Fleadduatters without the name. title. and teiephone imber of the etiploves most-familine with the~ubject of the correspondence
His includes the transmittal of proposals to Government Relations amd Rublic. Poliev-at-Headguarters- Exhibit- 133 34 showsthe-
shlress aml telephone number toe Government Relations and-Rublic- Policr: Exeepttforemergenevsuspension HHvemationelosi
ervice testoration. sikd BOdav plan of action nobcess - orfespondence may be. faved-to-Hendguariers onbewith: prive-autherization—De-
st A fenthy soriiion iy Bansmissions sred incide the ongmating- ks number amd lovation. along with-the-other-

tereqritted prbornation
B332 Aren Offices Notifiention

Phstrict Post Odtice review coordiators st ivahe <tire that the vice presudent. Ared Operitions, i~ totttied of Post Office

Ty OREHINIC e~

1334 Proposal Checklist

Whien g proposed disconbinuance reitchies the sttse wherd a proposial (o close oF consolidite a-Post Ofice iv prepared-lor postine: the
Atk Post Oltice teview contdinaton most tiototshiv review the proposal betore the-0Oday posting pernd. District-PostOttice
s coet TS st skt proposal diech b o certiy ihat ey have conducted the review amd tit ) tecessary dckivities have
heen peiotimed. Fhe distrct Post Oiice tevies coorhingtor must mal o copr of the proposal, iong with g complete and current RS-

"

Fosbon SO0 e ditpe b Ceasreies ettt Drespanai foac Sdeet, T The seRioF vice presudent. Government Relations-and-

Buitlic byt Hearkgratiors T as s Betore posiims the proposdl (see sections 31+ and 341 2),

1335 Los of Post Office Discontinuanee Xetions

e distinct Post Oice tevies contditor mast mdriam 4 how of Post Ofice discontinganee actions tor each Post Ottice i the
SHSECE oAb i ke v et ien for possible discontiimee evee part 4221 The log must inchide the niwme. Dile, and telephone
et ek e Contdineton et e sl die case Bomist be current and avarkible ab afl times. s fos dasisis the coordinator
e pespoidine toe grestons iom Geverninent Reintions and Public Policy at Headgtiariers resarding consressional inguieies.: e
ook Post Otiee discontinuatice actions shoudd be readily avatlable to personnel-whe handle ingutries i the absence of the-
conthinator A copy of dhe Tow mast be mcladed mthe obioat record submitted to the-viee president: Peliverand Retail-

B36 Officint Record
33 Reviewins Oflicind Record

Feetore transenitiieg the ofiicial record fo Headyuarters, the district Post Olice review coordinatos must thoroughly review-the record
B ihhe sure Hak Hiere are o iconsistencies, errers, of oftissions Emiy be necessafy to-Fettirit the record-to-the Hivestigative
coomdititor for additional Cantication. corfecien o deticiencies. of the reposting of ai incorrecthy posied proposab. A updated-PS-
Form 28920 piay be necded to etstire that sorabon i~ cirrent, Fhe distric k- Post O ficereview—coordinator must<isaand-enter-inte-
the record the log of Post Oftice discontinuinoedetions to certth-that-the-record-tiFeady—tor thevice previdentDehver—and-Retaikto
review ik i the-evert obai appedls appropriaie for review by the generib counselat Headquarters-ad the-Rostal-Rate Commission—

See pirt 422 for intormation about the log of Post Ofice discontintanes actions.
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133.63 \rehiving OfficinkRecord

B33 ————————————Prepurins to-Arehive Record

!; eﬁ’F! pliﬁﬂﬂﬁ Eﬁ‘lf ‘.|I’!~'||_]g !h L FREOE ‘ to h 2 ﬁl: l at “!‘!l'ii‘( A .h’“ a5 §h 2 i‘l‘!Fl‘(“ I[af-‘ ‘)“ﬁi. A FE".IEW E!)I)Fdl'ﬁ'!w!’ IS 1 eara *ht“
record-documentation-from-the-time-the-record-was-transiititted-to-HeadquarterstorHinak-determination-to-easure-that al-Hinak phases-
ohthe-proeess-are-doctumented-ehronologicalbh—tDocuments-tHed-in-the-officiabrecord-must be-entered-chronelogicalh- - Examples-of
b——Copy-ofthe-completed Posted Bitbotine Peonst-Opfice Chtbse—trmmnuncemer-tory:
e—Appeatnotees-and-decision-twhenappropriate):

d——Coprobtheinstructions-to-thedocal-addresy maugement otfice-to-update-the AMS (A ddress-Management-Sy~tem  feport:
e——Copy-ofthe-published Posted Stdictin-Post Office Changev-announeement

B3632-— - - —— -~ Archiving Reeord

Inaeeordance-with-HandboohAS305- Recrrds- Controf: the complete-archivedrecord-must-be-keptat-the-district ol ice-for o yeur-
trom the-end-otthe calendar-vearin which-the-tinal decision-iv made—Fhetecord-hay-be-disposed-ofatterthat time-at the discretion o
the district-manager- Custoier-Seevice and-Nales: Copies of the log-of Lost-Oice discomtinuance-aetions{see-section Lo of Post
Office-Discontintiance -\etionsHnust-be hept atthe district vitice for20-yeae-trom-the-end-ol-the-calendaryear-in which the tinal
deeisici-t-tade:

B e Investiontive-Coordinntor
134-+ - Responsibilities

Fhe-investizative-coordinator is-responsible tor:

a——— Collecting-and analy sing data on discontinuance mvestizations.

g. Manager, Marketing: Responsible for customer data and coordination of community meetings, retail and expanded access.
permit mailers and data related to permit mailing options; responsible for coordinating and responding to all customer

inquiries and concemns.
h. Corporate Communications: Responsible for communication to media and cmployees.
i. Human Resources: Labor issues and communications to employee and management organizations.

j. Government Relations at Postal Headquarters and District Congressional liaison contact: Congressional, state. and local

‘sovernment involvement.

133.2 Discontinuance Coordinator
Discontinuance Coordinator has administrative and coordination responsibilities for the discontinuance activities, including:
a. Coordinating and analyzing data collected to investigate possible discontinuance with appropriate district stakeholders.

b. Making recommendations to the distriet- Rost Office-review-coordinatorDistrict Manager based on this-analysisanalvtical
results.
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c¢. Compiling the official record of documentation,

d._Ensuring that the discontinuance investigation is-condicted- #reompliancecomplies with federal law, Postal Service policy,
and the instructions set forth in this uuicdehandbook.

B2 - = — lnvestisntion

Fhe-investigative-coordinator- shouhd obtain ittchitabrze dater in dit-deettiter thorough—and-objectivemanter~olivit-the views o
etstomers-and-addross-theirconeerns—\ therotich-initid- iy ostivation-avoids AHisuRderstandifes—problemv—and-possible appenis tyier
w-thee. Ensuring process. -\nahi~i~and dcei.w»mnakm«;ma_x—‘»eaw#waughmﬂ—ﬂiepmeearand t-decivion-ia—be- tiade b dav s
to-stop-the-discontinuance ivestigation:

B — -~ Memorandum-to-the-Record

Hratany-time-diserepancier o inconsstencies appert k- the-feeord doctientitionthe- Hivestisative-coorditor~hould explatittnens
by-writinga-memorandum-to the recond- Fhe Hvestigitive coordintor musksigr and-date the memorandum-on-the div-the
iormation-isoblained and entered into-the oHicitl Ble record:

Bed - Proposal Cheeklist

Betore the-68day posting period. the investisaiive coordinater it ~enckthe proposak: PS Form-4920, and the proposal chechlisg s tie
dhistrict-Rost-Officereview coorditor for- mm_—-\wmmmﬂnNmmmm-mmmwnmwm- ahchthe-distitet-Ront Oittice
Feview-coordinator netdies Government Refations and Public Polic vt Headytariers:

BeS e Contmuniestion With Distriet-Rost-Office-Review-Coordinntor

Fhe investigative coordinator must heep the dimitie: Post ¢ ice review coordingior informed of the progress of cach disc o e
case. -Lhis COmmucation s necessary 1o mamtain cirrent imformation i the tog of Post Office discontinuance actons and to

taciitate eflicient tesponse to convressional aind other Higuiries recetved at the district levelk:

Beb o Officinl-Administrative Record

Baor o— Deseription

Fhe-oHicial record inchides all intormation that the st nidniser. ¢ astomer Service aid Sales, hasconsidered. and the decinins
st stithid orthe record. Vo sormation oF views subaiited by cistomers My be exchided. whether they support the prososal s
Phe discomtinuance process can be lenethy i siore than oie coondinator My he mvolved i the Hivestigation. | he obficied revon
must be updated and maintained man accorite and Bmely o1 inner i dssist new coordingtors and others whe need so teview il

documentation-in-the record.

B462 - — Eorntnt

Hhe-record-must-be maintained in the following format;

a——Fhe-reeord-iv-ansigned o dochet mnber winch i~ the /112 CodelM fop-the Post-Office- under st tor-discontintinee.

br——Fhe-sequential number assigned to-caeit documient becomes the et umber—Fhe docket-numberand-ttem-number steps are
phiced-the-upper-right corer of 2ach document-wihch ahtered-intothe fecord:

& - —A-numerie-rather than alphabetical numbering svstem i~ tmed: Page numbers can-be-assigned consecutively throughout the
doctment-or conseettivelwithincach iten- Page numbers~hould-be-placed-in-the-upper-sisht-comer of each-Jocumant below
the-docketand-item number

d——Fhe-Hems-are filed in chronologicalorder:

e——A-chronolosicalindex in-included that-identities-cach doctimentby-item-number-and-the date-entered-intherecord—See Kbt
B462eforasample index
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£~ the entire recordis Bound iy & toklerthat opens-From the ~ide: A-label bearing-the Post-Office-name-and doeketnumberis-
disprared-otrthietolder-cover—Hireerng binders-and notebooks-are not-aceeptable:

B4oe3 s e e Content

Fhese conditions applv-to the content:

& Do Rot feler o custoiers by e iy the tndes oF proposal,

br - htswre-thatphotographic in-the recordsent to-Headquarier are origimab Digital-photographs-printed-in- coloro-premisn-paper
ate- e deceptable:

& b asare that photocopies n-the record dee legible: and thiat heth sickes-of-buwa mdddoddoctmtentscretrctided:

b

I n~ure thatthe record supports shaterents i the proposael.

e At tprdated PS-Form 4920 must be completed to retlect current normation-when-neeessars Hoatt oftice is-suspended—copythe-
mtoritdtion that-havnot-changed and update other data on the new PS Eormr4920—keep-oldh-RS-Form~4920-in-their
hronologiealplace it the fecord:

k Have the record thoeroushiv reviewed by coordingtors to eisiire 1t iy decurate-and-n-comphiance with-tederab-law- Postal-Service

.

podicy. aid the instrictions i this suide

Bot . o Availability oF Record-to Public

v complete coprot the fecord shust be avatlable for public inspection-dusite normalb-offee-hovesat-the-atiected-Rost Othees—
Dot ao fater than the date when the proposal or Hinal determination is posted-and-estending-throush the posting pertod—Rrovide
copies of docintents s the tecord on reqeest tid collect payiiei ol tees prescribed-by—teminseirative Suppert Mestted 332.7-Rrovide

copies of ihe proposal tid comment torny on request without chirsze,

H—Common-Problems-ir-DiscontinuanceProeess

M Suspenstons

fhe toblowine st be done-accomphished

& Prowvide suttivient vabid reason to suspend

b- Provide sutticient docimeniation justifving suspension

& fvolve Postiitaster orgistizations,

s Nty aned ddegtiitiel expldin redson for suspenision to castoniers,

Identtiy miost hhely recominended permdnent service as lemporary alternate serviee:

E ¢ onduct timely investizations and totlowap. €A plan of action shouhd be sentto-the-Headeuiarters Post ( Hiice review:
coordimior trodsh the vice president. Debvery and Retath, within 90 days alter-the-suspension occurs:)

& Notty Headeguarters

h- Cotchiict and document sedarch for ~stitable alternate quarters:

k Comduct aind document asearch tor gualiiied personnel.

2 .- -—-InitinH-Havestigation

Fhe tolowing must-be-acconplished:
a-——FHhoroushb-conductordoctiitent RostOHice- and conmtnibv visies
b Adequately investigate alterndte services.

8 Handbook PO-101, Ausust-200+May2011
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€ Conduct and document search for~tiable-sliernate-quarters:

d= Provide sutficient reason of docamentation o support discontinuance:

e: Post rerah determination Betore presentmg concliston s 10 dleriate ~erricato-castomer:

RES QuestHomnires

Fhie totowing must be aceomplisited

& Provide reasoi bor discomtimaiice o recommended alternate ~ervice in coverlotter:

b- Provide naie dind telephone e of comact pefson i cover-fetter

e Fator suestioniires to the local stttation and-to-the reconmended-horsto~ervica:

d- Setid (uestondires o ey ihabiner,

e Fhoroushiy complete andlysis 10 astomer conceriis shoubd e fisted and paraphrased. with the nwmber of CHN ORI expResaiitg

vl concern and the Postal Service fesponse. Concerns showdd be classitied-as-postal or-nonpestal.)

£ Adecttdiels tesearoht aid addfess custother comiments, A pesponse shehd-besentto-cachreustomes-who-subimits-tquestionnaire:

Aind the tesponse shondd address speciiic Cimiomer conceris

N Commtity-Vleetings

e dedbonv g st He accomphishied

a Copdict teebines 1y Bmely imantiet

b Suiec e ahd sHe fe encoubane ctsboiiet parbic g iiion

[t e adegt He nobiee b cestorers

&+ Fiioromeity vecend docimieniairon sird ey e o it

e Prescit o dudl paivee oF alicriate ~etvece options iovether with advantases and disadvisitages
143 Proposal

Daothe todlonwine

Nty Coeverpipent Rebttions i Paoiid Podicy st Headegiariers and Ared Pablie AHairs and Conmaication 10 davs betore

&
e oty postine of die proposal

b- Cleatby staie teasont bor disconimnance 1 Secbion § ok the proprosal,

€z Docainent the record to suppert the proposat

o Nreftileds Wl CHSBREE CORUTHTN FHont e stonties ditd CORRIT meeties:

e Vertiv existenice of any inletested otietors when 4 © PO s recommiended,

E Chrech tor il theit or vandalisim reporis with the Inspection Service of local authortties i areas with recommended-rural of
el ay contridt route.

S OB PR subiten Zaiton irom the vice president. Aied perations for desighee k-beltore proposiig ZHR Code-aliniaton o o
Chostire

h- Include itormation sbout petitons aird congressional ingeires

t Faplan ettect on all emplovess, inchinding noncareer status.

¥ Post iny Hation- tor CORMeis wi the sropenead Tor ot ledst 60 dav s,

k= Pomt proposat forat least-o8 day~+abvav~bagh the cott at dav-serok

L Post propositl in all attected othices

Handbook PO-101, August 2kdkMayv 2011 9
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m—Reund-date-stamp-propesal-and-invitation forcomments-on-date-of pestinuand-date ofremovak
f——Post-propesatand-invitation-for-contnents concurrenthv-at-al-atfected-offices:
p——Make-conmenttorms-und-copies-ofproposal-available for customers
q—Make—e#ﬁelaHeeeRHmlﬁbleﬁﬂlHHeﬂe&one+

~COHIet:

s————Reﬁpeﬂd-ee-emmef-eammeﬂw

t——Write-orprepare-revised-proposab-with-information-tro
Mwﬂmamwwwammwma%mkmm%w
y——\eetrately-state-the numberot businesses in-the community- teed-to- include ~mall-and-inrhome-businesses-operatedh fFonr rarii
w——eheek—mth-mume*pa FMRPHFMMHWMMM%)HNWW!h—&ﬂd—pﬂﬂﬂlﬁﬂeﬂ—&f‘éﬂdﬁ-
istortcal-vatue-obbutlding owned-or-leased-by-the-Postal-Sepvice:

y——State-distanee-to-Rearest-Post-Otfice oHering permit-imatbacceptance:

Fhe-tollowing-tust-be accomplished:

& —— Districknanager- Customer Service id Nales. piist sive written-authoei Zationto stadv

b — Inconsisteneies, contradictions. and anonkidies st be clarified in the record by a-memorandum-to-the record tsee sedtion
Memorandum- (e the Recordk

&= - — kst docket-and Hem numbers on each document.

d: - Enter-documents in chronologieal order:

e ——L'omplete-orreview- idex for cottvisiency with the eptries.

£ - —Include-legible photocopies or both sides of twosided documents:

g —-Provide vriginal photographs or digital photographs printed i color on prenium paper to Headguarters.,

h———Conducrorinchude-in record window transaction and matl volume-stirvess:

i - —Provide-current amnd complete PS Form 4920

Jr - —bipdate documentation. (Example:  Fhe description ot community-omits oF miscounts signilicantlocal-establishments. sueh 4~
schook:-busiesses. and churches: or, the analysis of community postal nieeds vinils oF-MiSeounts postage Meler custediers of
bubke mailing permits. ) '

kr———Coneeakcustomer names trindex o proposal.

b——Centibrecord treepart +12%

Bistrict-manager Customer Service-and-Nales: must mithe-transmittabto-Headyguarters,
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2 Decision-toFeasibility Study-and-Preproposal-
: o A

21  Decision to Study

211 Authorization

The first step in the Pot Oificcinvestigating possible discontinuance proce~ is an official decision to undertake a study. No
discontintaneetivestization-feasibility studv may begin without ‘written-authorization trenby the district-manager. £ ustomes
ServiceDistrict Manager or the Vice President, Delivery and Sules. tor sty the-Post Office forpossible-discomtintance. Nee [ahons
2H fora-sample-requesttorauthortzation-Operations. The authorization must be documented and included in the official record.

Begin compilation of the official record as soon as a decision is made to initiate a discontinuance study {or discontinuance,

22— Insuffieient Cireumstances-to-Studv-for-Diseontimuree
o e — Building Modifientions for the Handienpped

Any elaim thatthe continued cperation of a buildine withont handicapped moditications is inconsistent-with the Architecturt Bor e
Actonly servesto show that fiecessary maditications arest be made 1o satisfv these requirements or that & waiver HiisE he teceived
Such i clatm-does not mand of itsedt constittte pustHication i discontinie o Post O tice:

222 o —— - - = - -Restroom- Faeilities

Fhe absence ofrunping witer of restroom facilities mav be considered in conjunction with other factors in the discontingimee
nvestigation- However. the absence of sach acibities does not inamnd of itsel. constitites justification o discomtinge i Poss Oitice
2423 - — OSHA-Reguirements

Fhe Postab-Seprieemtay not constder compliunce with Uconpational Satets-and Flealth Ygeney (OSEHEY requirements i makines o
discontintanee-determination

L — EeonnmieRensons

Fhe Postal Sepviee-is prevented-rom closing a small Post Ottice solely for operating at a detici.

a2 Circumstances Prompting Decision to Study_

212.1 Postmaster or Other Responsible Personnel Vacancy

A pestmaster-vacancy in the position of postmaster or that of other responsible personnel may lead to a decision to conduct a study :

evaluating-the-Rost-Otfice workloud-and-the-service-needy of the communit—However—the fact thatan oftice is-vacant does not. i
and-ofitseHconstitate-fustiftcation-io-discontinue 4 -Post Otlice:

Handbook PO-101, Ausust-2004May 201 1 1
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212.2 Emergency Suspension

The cancellation of a lease or rental agreement when no suitable alternate quarters are available in the community, a fire or other
natural disaster, severe health or safety hazards, a challenge 1o the sanctity of the mail, or similar reasons may lead to a decision to
study (see vhapter-6611).

212.3  Office Workload

Earned workload below the minimum established level for the lowest non-bargaining Executive and Administrative Schedule (EAS)
emplovee grade may lead to a decision to studv.

2124  Insufficient Customer Demand

Insutticient customer demand, evidenced by declining or low volume, revenue, revenue units. local business activity, or local

population trends, mav lead to a decision to studyv.

2125  Reasonable Alternate Access

e availability-of reasonable alternate access to postal services for local customers may lead to a decision to study.

2126 Special Circumstances

Special circumstances — such as the incorporation of two communities into one — may also warrant a decision to study. See-
~ubchapier 63See chapter 6 or contact the Headquarters Post O11ice review coordinatorReview Coordinator for assistance.

213 Circumstances Insufficient to Justifv a Discontinuance Study

In the absence of the tactors identitied in 212, the following do not constitute circumstances that justifv initiation of a discontinuance

study.

213.1 Building Modifications for the Handicapped

Any_claim that the continued operation of a building without moditication that facilitates access by handicapped persons warrants
discontinuance is inconsistent with the Architectural Barriers Act (42 USC 4151 et seq.) and serves only to show that necessary
moditications must be made that satisty those requirements, or that a waiver must be received. As such, any claim of noncompliance

does not,_in_and of itself, constitute justification to discontinue a retail facility.

213.2 Restroom Facilities

['he absence of running water or restroom tacilities may be considered in_conjunction with other factors in the feasibility study.
However, the absence of such tacilities does not, in and of itself, constitute justification to discontinue a retail facility.

1133 | OSHA Requirements

I'he Postal Service may not consider compliance with Occupational Satety and Health Act of 1970 (29 USC 651 et seq.) in making a

discontinuance determination.

213.4 Deficit

The Postal Service is precluded as a matter ot law from discontinuing a small Post Office solely for operating at a deficit.

214 Time Frame for Plan of Action Decision time krame(Emergency Suspension)

Handbook PO-101, August 2004
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Within 90 days ¢3-tenths ot a-relevant oceurrenceof an emergency suspension, a decision should be made to tiu-postmaster
postiton. secure switable alternate quarters, take «ny other necessary corrective action, or initiate a preproposak-ivesticationfeasibility

study.

22 Pre-proposal Investigation

21 Preparingtor-lnvestigation

Bzt Prepafations for o preproposdl investisstion aHer feveiving weitien authoriZation-rom-the district manager: CustomerService.

ik Sties fsee bbb 2HEE o compile the preparations.

& ODEan Maps of the area showing the provomity of the office under ~tidy to otherRost Otfice locations:

B Request the positiasier o oificermuinrze CORC ) o compile o dist v ctistotiets—iddresser—ldeatibrcustomermwith-disabititios-
Ak special provisions. s well 1 customers fecerving duphicate deliverrseevice- Obtain t-Hebob the sehooki-churehes—
Pstesses, Postage ieter cistotiers, Petiil ihatl=rs, and Ciyie vfganizdalions ~erved-by-the offices See E\hibit-22 1 b-fora-
~ainple letter regitesting customer iHormaton from the posiindster or OIC

e bttt 'S Lormis 003 ctied 03N M8 sl War of Revtiter {ene riptteort diid Cemtitsttctton Shoct—atd a route imap tor rurkos-
Mevay contract rowtes that nny be able to provide aliernate servive.

& it copy of e ledse rom the Factibies Service Odfice. 1 the facthity i~ iadequite. oblai wcopy of arccent batkdins
spection aid o st ob ey deficiencies Ao obtain photosraphs of the building show g any defiviencies:

a: Cestsa conity o ity okt Bor o iadeon abont poptidtion, aied or Post Otice biulding Iistordcal ~sieniicance. and-
ot irends v e conminiy st socords are tot avathible se Post Oice delivery statistios to show srowth

s don e st sevet vears Nee E i T e bora saimiple felier fo conniy obticials rediesiing crowth imtormation.

Send 1 reguest to the 22 Notifying Customers

Alter the authorization to study is approved by the District Manager or the Vice President, Delivery and Post Office Operations,
responsible field personnel begin to distribute initial communications to emplovees. customers, and other stakcholders.

222 Initiating the Study

Responsible tield personnel begin preparations tor a feasibility study upon receiving authorization from the Vice President. Delivery
and Post Ottfice Operations or the District Manager. The Discontinuance Coordinator should coordinate the following activities:
a. The Manager, Consumer & Industry Contact (Dist), contirms the P.Q. Box address at which the district receives customer
questionnaire responses. written comments and other customer or stakeholder input.
b. The Discontinuance Coordinator obtains a list of affected deliverv addresses for the studied retail facilitv from the district
Address Management Svstem manager. The Discontinuance Coordinator also prepares customer notifications to each
attected delivery customer (as outlined in 24).
c. The Facilities Service Office provides current lease information, copies of recent buildine inspections. the facilitv call
history, and any request to locate alternate quarters. as applicable.

£d. The Postal Inspection Service provides the listing of vandalism cases reported by the [S and the-local law enforcement:
Agency to deterimine and vertly any reports of mail thelt or vandalism-in the-area—Inctude a-franked selbaddressed-envelope

with the reguest-See Fxhibit 221 oF- 4 ~ample reguest-tor HisPREHON-~eFrice- FRpor,
g ¢ esoltthe managers of the Post Otlice under study and nearby otices that mav-provide ahernate services and-imake an-
APPOHHIME to-vinit those otfices TEmay alvo be useli to meet with locak leaders- Eneourage: Rostal-Service managers-and-the-
public to provide their opinions about the investigation i writing ~o that those opitons-ay- be included i the officialrecord—
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h—Send-winde detof-and-naih y

M-S rolte-surver—forms-to-the- postmaster o OHC-or-the station orbranch-manager wf the office
uAderstudy—Have fhe-ﬁmumster—m-t—)lE%m&s&momn—hﬁmeh-mmmuer—ﬂmdm a2weekstrver—SeeBahibit 22 Hh for ¢
sanple-requestio- cotdictsurrers-letterto-the-postmaster ﬂr—(-}lé-aml—‘ramp#e-sﬂwev-%%
Noter—Hthe office-irutilizing-POS-ONE-equipmie—print-the-win ¢ : :
Hine-period-to-obtain-the-average-number oftransactions- v type—Eor-of] H%ﬁWM%&H&!KFM)' Cotnt
report-should-be printed-each-dav-during-the 2week-perind-

———Complete-as-much oFPS-Korm-4920-a5- possibletsee Exhibie 224

The Manager. Finance, coordinates the collection of financial data.

The Manager, Post Office Operations (MPOQ), has responsibility for the completion of Form 4920, Discontinuance

Feasibility Study Survey, and Form 150, Postmaster Workload Information, or Station Manager WSC. The MPOO is

responsible for obtaining records of Form 25, Trust Fund Account_and Form 3609, Record of Permit [mprint Mailings. it
applicable. The MPOO also has responsibility for determining the emplovee impact.

g The district Bulk Mail Entry Unit (BMEU) provides a listing of permit mailers from the PostalOne! system. Additionally,
the district BMEU should identifv any drop shipment customers that may be impacted by discontinuance.

h. The Manager, Operations Programs Support (MOPS), provides delivery growth rates and begins investigating alternate

delivery options, in accordance with procedures established by Headquarters.

i. The Manager, Marketing, provides a map of the area showing the proximity of the installation under study to other
installations and to expanded access points. The Manager, Marketing, also begins investigating alternate retail options. in

accordance with procedures established by Headquarters.

223 Conducting an Onsite-Site Investigation

Visit the community-and atlected Post-Oftices to learn Hirsthand- the operations. workload- local serviee-tieedss amd cosmunity

seogriaphy-and-economy: While onsite do-the toHowine:

PhotographThe following should be performed by the Discontinuance Coordinator or by local employees acting under the direction of’
the Discontinuance Coordinator:

a. Using a digital camera, photograph the interior and exterior of the Post O tice retail facility. Photograph any structural defects,
safety hazards, and security deficiencies. and plice the originals in- the Headquarters-copy of the-otticial-record. Take careful
notes on the condition of the building, Rejtiest-a-building inspection-fronthe-Faeilities-Seevice- Otfice-ordministrative:
Services-Ofice—when-approprate]f there are defects and a current inspection is not received from the Facilities Service Office
(FSO), request a building inspection trom the FSO. Take or download photographs of the community, such as views of the
community facing north, south, east, and west of the Pust-Oftice:installation. Photograph or download digital photographs of
any potential alternate quarters, community- Post Otticepotential contractor sites, or nonpersonnel rural-unit sites.

b.  Explain Pest+-OHice-discontinuance regulations to the postinasterPostmaster, OIC, or Otc—orto-the-classified-orstation-branch
manaser-atother staff responsible for the affected Rost-Otticesretail facility. Explain the discontinuance process and how to
handle customer inquiries. Make it clear that no final decision has been made at this point in the mvestlgatlon

i : 4 Linformation-tsee-bixdubit 22 2¢ ibi :

mﬂ%emﬁm&mmwinwﬁwmmmmwgkmmem&

from-the-tatranetat-yp—blnenspy con-brisp-cr--Determine-the-current-execttive-and-administrative schedule t EAS Y eride and

service-hour-categor-ot the-office brcompletingthe - Horkvheortor-CodetkatingHorktoad-Serce-Creditfor- Los-COfficos v

Hubu-me-l{—ehe-l’S—Laﬁa—l—\&mdfea&ﬁ&h&&h&?eﬁ%ﬂmmhmwjm%%\%kwhm&

W%%MMW&& 4

ice credit-
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by-the-Workload Service-CreditSistent - valyate-whether at-chaniges-can-be-recomniended-to-the-postmaster- O (o Hiprove
the-effieieney oF the ottice Lvemmple— Slmdé—the#mermedia&e—mmLmﬂ&he-nmed—w—&h&a}m#}g-aﬂiee‘?—&hm b Hishwa
Contraet-Route (HERHrip-be-climinated by having m Lxlrﬂppeth»tﬁbyleeked—peueh—by—a-ﬁm%#r&ﬁy—ﬁwfmm ch‘dﬂge;r
shotld-nelude updated-RS Fomms—H-or the afiected Py mEOHIcesto-vhows the-Hpact—H-anv—on-currenth-atthor sed
postiaster grader—Fof-ssistancetcompleting the PS ko1 X( F-eoftactcompensation-andtarHag personrel # the disifict.c,
Contact or visit retail establishments to determine whether potential interest exists for a contractor-operated retail facility (see

232.3).
&MW&}WeMMW;efeap;WM&MMM&HWHmlﬂ‘m‘

potentialchuster-bov uit tCBE rand-pareetlockerites: (M Hew-ieighborhood-and-dehiver-collection-box-titit-t DD 1w -
are-referred-toar GBS
e ——Meet-with-civie leader—uechasthe-prrorand-loeak- business diagers—Workingwith-the Kactlities-Sepvree Officetook foe

. oelhina M
RONRASSAN Y L s——un o ¢

potential-alternate quartersand communitr Post Otticed CPO~ies— Inquire-into-community-iterestand-availabilite o F quarier~
tor-contracting i (PO t~ee ~ection Prohibited: Focitions jor prohibited-loeations):

Complete-the-Roest Oflice ~HEe- oottt CORBIIIY-~UFvey- sheek-See- Exhibit 224 E-Complete- PSHorm—02) Seo-foyhibip 22 Le: bhe
PS Form<t920 must contain accurate Jata. Fhe-expense part of PS Eorm 4920-include~the basie-postitastersalare without cosi
of vingadiustment-tCOEA tiseStep- | HHor vacantpositions ) 33,5 pereent-fringe bene bits.-andrentfexeluding wiilities) 1f the
postinaster evihiation has-been reduced: biase the expreises on the EAS grade at which-the positionwould-be- tilled, See bbbt
22H-epages+and 31 lorposimaster safiries: 1 is the Post Olfice review: coosdingtors responstbiti- to-updite sabars ~chediiles

t-this-atide—Houeh—tate~chedulesare posted-on-the hman Fesonrces-Web—ite-at-hts— i)

23 Analyzing Service Alternatives

231 General

Rank possible replacement services in order of practicality, costs, and the need to maintain effective and regular service to the
community. In some cases, a combination of services may prove beneficial to customers and the Postal Service. A Powt ¢ i «
closingdiscontinuance or consolidation may affect the Powi O11ice hor.Q. Box fees for customers. If 80, ~tite thisinclude such
information in any subsequent proposal. See the Domestic Mail Manual and Notice 123 for information on Post-Oftice bos.O. Box
fees. It is imperative that effective, regular service be maintained_since the law requires the maintenance of a maximum degree of
regular and effective service to rural areas. If the an office i~ vivenundergoes an emergency suspension, the temporary alternate
service should be the onethat most likely to hebecome the permanent alternate service on any later proposal,

232 Types of Alternate Retail Services

232.1 Consolidation

232-H Genernd

Consolidation-ivelves replacing an mdependent Post Oftice with o classitied-station.- branch. or contractoroperated conmnunity Post
e thakreports-to-an admimstrative Post Oftice. No aduress changes are-reqttired- Consult the vive presidents Area Operations, for
AIP-Code Dlelimination ol stations and-beanches. A consolidation of wirindependent-Post Oftice to d-station of beameh-ahe Fegtittes
the-approvalof-the-vice president—\red Operations: 1o-Z 12 Code eliminations

A consolidatjon arises when a Postal Service-operated retail facility is replaced with a contractor-operated retail facilitv.

232.2 Prohibited Locations

Postat-unitsContractor-operated retail facilities may not be located in or directly connected to a room in which intoxicating beverages
are sold te-be-eonsumedfor consumption on the premises.
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B CommunityRost Offiee

232.3 Contractor-Operated Retail Facility

Visit potential ¢’ P¢)-sites to determine whether there are interestedelicit interest among qualified offerors for a contractor-operated
retail facility. A «Pécontactor-operated retail facilitv is usually located in an established business, such as a grocery store, and often

adds to the financial base of the community. Postal <ervices are tmttitH- iddenticab-to-these-efan-independent Post- Otfiee-exeepttor-
pestige mieter setiigsanid permit Matings, Nonpostal~efvives comtine fo he aviHable-ata-ERO loursoloperdtion drevenerali—the
~tinie as the evaluated howrs-of the Post Ottice. Many tvpes of postal services can be provided through contractor-operated facilities.
Permit mailings cannot be entered via contractor-operated facilities. Non-postal services may be made available at a contractor-
operated retail facility. Hours of operation often exceed those in a Postal Service-operated retail facility. Before proposing a

¢ Pexcontractor-operated retail facility, be sure Huat-there-areol interested offerors and that a reasonable offer can be expected. The
economy of the area must be considered in determining a reasonable bid. When establishing a cPOcontractor-operated retail facility,
refer to the Denver Category Management Center (CMC).

232414 - - Classificd-Station-o-Beanch

¢ lassttied stations and branches ofler the ~aime postal aid fonpostal services ds Hese-ofan-independent-Rost Otice:

3245 Contract Statiowor Branch

Comiract stations o branches oter the samie postd wid-Ronpostl ~services dx those-ofan-independent Post < Hitcer exceptorpostise

heter seliings aid perint marhings
2322 Closing
522 Genernd

A Post Office elosing 233 Types of Alternate Deliverv Services

233.1 Discontinuance

A _discontinuance involves ending operations at an independent Post Office wind providing alternate services tron another office:
Classitied Station, or Classified Branch. Normally, the ZIP Code for each address served by a discontinued Po~t- Otticeretail facility is
retained. A P'o~t Otice closine discontinuance does not require a change in ZIP Code unless ZIP Code elimination is approved in-
sy by the vice presidentVice President, Area Operations. Do not make a request for ZIP Code elimination unless needed for
logistics to provide efficient mail service. ¢ 1hiam wistten wuthorization tor 71 Code elininitionResolve whether a ZIP Code will be
climinated before telling customers that their ZIP Code will change and before beginning the 60-day proposal posting period ¢ ~ce-

wottons 042 2 aind 042 3,

233.2 Rural and lHighway Contract Route Delivery Service

b valuatelor rural and contract delivery service, evaluate the route workload and determine the (1) whether any change in evaluation
titd other cost taciors, bs the route overburdened 2 Has-there been mail thett or vandalistron-the route - Will service beor overburden
will exist. (2) optimum mode of delivery, whether to roadside mailboxes instittled hy-customers—to-EBH s ok wil both-optiensbe-
provided to cistomers? CBES are selected. provide parcel lockers tor customier-conventenee:or cluster box units (CBUs) or both, or
(3) whether mail thett or vandalism_issues exist on the route. Customer addresses may change.- Hewever; however, the community

name and ZIP Code are ordinarily retained in the address. Customers will lutve 2Hhouraceessto-their mail-and-can obtain retail
services only through the-carriee- Consult @ customerrural or contract delivery service analvstto-determine-the change-i-workload-and

cost o provide delivery. See Bxhitbi-232 2 24 for simple-analv~is formscarrier.
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233.3 Rural Nonpersonnel Rusu+Unit

theln a nonpersonnel unit, the Postal Service leases space i # tacility, offers retail services each delivery day, and msintains—Romg
Otlice boves may deliver to CBUs or P.Q. Boxes. The carrier brings mail to the office, distributes mail into the-benesdelivery
receptacles, and provides retail services for a specified time. Retail services are available a minimum of 15 minutes each delivery day.
The nonpersonnel unit provides a centralized location for customers to meet. and retainsallows the community to retain a retail outlet-
e commumity. Address changes are ordinarily not required. If space is leased in another business or in the community, this may
provide customers with improved «cces~ibiity to thet-Post Office benes.access to delivery and retail services. It is very important to
discuss this option with the carrier -\ customer ~ervice ANy St Cdh dasist i evithtating the-carrier workload-and the-costanabvyis: -and_
uther delivery personnel.

24—-Recommendation-to-Vianasenent

XL General

Aren e bl mvesiesaive datd are compiled i aitdlysed. the Post Ollice review coordinitor tkes ¢ Fecommendation-to-the
rtiRsr IRCraTons. B parstie of ot o s e discontinugnee and the preferred allernaie service, Fhe justitication-toe

Heconbiigice diist be doctumented i the record

2 Justifiention for-Discontinunnee

e ok pisEE G OR Bor discontiniasnce i ede, Bt are not bintted fo e tollowine

a: Pl e e e canceded by ihe et Flie b oaciiies Setvice Obice oy ives thal Ao ~thtable aliernate giarters are avadable,
chicbade cony o ke Felfer of e miaiion e the ot ral tecond )

b Fhe fease is canceled by the Postal Service becanise ol the Midesquacy of the fucthity or unreasonable rental credse demands bv
fire dessor Hhe Lacilities Service Olice advises thit so sttable aliernate cprarters are aviatable. ¢Inclinde documentation-in-the-
oltrnth vevord that sapporis the Postal Service '~ decision to cancel the ledse amd explinis what etforts were mide to Find-
tHerttive tkariers )

L Phe POSEIbasTer DOsHIo IS Vacail Sefvive teeds iy the cominits have declined and the recommended alternate ~ervice would-
provide s sood or better service 1o the commmnity hnchide docutientaton in the official record to support such statements. )

o Vtubad de ebers sacn s Hood o B miakes i impossibie fo contiine services di the Post Oflice Fhe Factlities Service

Sdtie e adv eyt o sutable adieriaie Guariets e avoarbable

Notes i and b dse By of fae oy wioas conditions disgtdased i part linsabloen Circimstances to Study tor Dido nes senerilly
sesbilute pnbicabon for disconimutice. However, consider el stch conditions with other- Factors-in the preproposil-

R R T TRI )

243 Peeision to- Proeeed-with-Diseontinunnee-lnvestisation

e et CIRCEAoRS et fo conte fhe ivestisaion. dhien develop o guestioniaire and send 1 1o customers fof additional-
AHorbon and comients Ao schedile @ conmunite meeting fsea ~ubchdaplers Customer Ouestionnaires-and Conductinea

Cosngnny Meoting)
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24 - Customer Questionnaires

241 Purpose

Questionnaires are used to gather additional information about a community an-, its postal customers_and their access to deliverv and
retail services. This information helps the Postal Service to determine the service needs of the community. The information also helps
in assessing the most efficient and economical way to provide those services. See-bahibit2 M- tora-sample-letierto the postinaster or
Olc+egarding-distribution of the guestionire:

Dexveloping212Preparing the Questionnaire
2524 —General

FaHorquestionnaires o the communits and-to the-trpe of service deemedmostappropriate to-sepve- the-needs-of that-community . e
appropeitie-pheases and proper-teise when relerring to @ sispended offices RProvide customers-with-a-preaddressed. basites replv
envelope-forreturning the completed questionndires -See part- Sample Conmuniyx- Questionnaires-ad-Cover be- torsample

dtiestionnitires:

242.1 __Enclosures

242.11 Cover Letter

Include a-A_cover letter must be included online or enclosed with cacheach printed questionnaire that clearly explains the aiernaiz
~ervicesunderconsiderationrand discontinuance process and why the Postal Service is considering-a-change-t-service-Be ~ure to
provide the pame. address. and telephone miiberof tPostal Service representitive- foFcustomers-to-contaet-for-additionat
information-investigating the possible discontinuance of a facility. The cover letter imayshould also be-used-to-notify cusinnersthe.
customer of the-timeany possible change in delivery and retail services, and locition of i community meeting Give ctstomers d
deadline to-return the questionnaires thxample. 14 daysy You may abso-give customers the option of retirning the guestioniaires K

communitv-meeling. See part Sample Community Questiontiaires and Cover Fe tor sample questionnaires and cover lettersany

changes to P.O. Box fees.

25222 - e Sumpiey-of-Post- Office Change-Regulntions

tnelude-a- copy-of the Sumcry: of Post Oftice ¢lnge Residattons- with each-questionnaire and cover letter-tsee kaxhibie 232,22y
Note—Do notinelude the Semmtenrsof Pont Oftice-Charige Resnlations o customess when discontinuinga-classttied-station:
branch-or €RO:

25223 ———— —— - - Rueaband-Hishway-Contrnet-Route Serviees

Fhefuetsheets-onttrableliverrserviceshowi-+ 223 - be-enclosed-with-thequestiontaireto-provideioredetared-
e*plmmﬂem—&e—eu»wmewm &h&aemmfwdtkfblﬂfmwnwhmue dnd-lnuhwa» um&mei—m»wedmeﬁ——l%mm&&ae{—»he& -

pdfeel—leeker—s—arebemg fec ummende«k
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~y . . .

283 .
253
Daserancron o 4T an o vienandac

253.! ! “Il"’;’u! U7 (f!)(l‘ (I\!t"\- “\It S‘.‘\"}‘-.ld“-}
Exhibit 2531 -provides & sample-of d cover letier and communit efttestiontiife-for-opening+ CRO- when ~efvices at Hie sieienden:
Poxt-Otee-have-not been ~u~pended:

’ ] . —r
2532 - -Proposatfor-CLO— Office Suspended

Exchibit 233 2-provides ¢ sample of @ cover-letter-and communi ¥ ftresHonpfe-foropening +ERO-when serviceat-an-Hidependent
Post Otfiee-issuspended and-a temporar-CRO iv established:

2533 — —WMMK‘B#\—QMWMFM
tait—Office-NotSuspended

Exhibi23533-provides ¢ ~ample cover letter dnd«emmmmiiy»queafiemﬂaire»Rme«m»eﬂm‘;wnieﬁmfnmmpemled-l’n% e (o

rral orhighway-contract route service to CBES, rodside boves, or dHhRonpersoninel-riral it

2534 ———— . . ~--IlmpmmH'&r—(-'Bl-'.—Remdside#}ﬁ&eﬁﬂr—f\lﬂﬂpersonnel-Rmi
trit—Office-Suspended

Exhibit 233 4-provides a ~ample cover letter and COIMAMARHY fitestiomaire for CoRverting service at a suspended Post Oftice o ropai -

highway-contract-romte ~ervice 1o CBE. roadside boves, or o nonper~onnel rural i

242.12 Questionnaire

The customer questionnaire containing the name of the affected retail facility and the customer’s address should be mailed to all P.¢ ).
Box and carrier delivery customers of the affected facilitv. The mailing should include the cover letter, customer questionnaire. copy
of the Summary of Postal Service Retail Facilite Change Regulations, and a pre-addressed postage paid envelope for return of the

questionnaire.
The questionnaire, customer letter, and Summary of Postal Service Retuail Facility Change Regulations should be posted in the lobby
of the affected retail facility with an indication that copics arc available upon request.

242.13 _ Preparing the Questionnaire

The cover letter and questionnaire containing the name of affected retail facility and customer’s address should be prepared to include.
the date the completed questionnaire should be returned. Additional cover letters and questionnaires should be prepared with the
affected retail facility name and designated space for customer to complete their name and address.

The additional questionnaires are to be placed in the local installation for walk-in customers and for delivery customers requesting to
complete more than one questionnaire per household.

242.14 Receipt of Customer Feedback

Customers should be provided a deadline. five to seven davs from the dav of receipt, to enter their feedback online or return the

printed questionnaire. Customers should also be provided a phone number for the district Consumer & Industrv Contact Office and the

P.O. Box address designated for discontinuance communications. Written comments may be hand-delivered to the local postmaster,
QIC. or other responsible personnel. who should forward such comments to the Manaeer. Consumer & Industry Contact.
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The Manager, Consumer & Industry Contact, is responsible for answering customer questionnaires, as appropriate, and ensuring that

the Discontinuance Coordinator is provided copies of all customer letters and responses, which become part of the official record.
When appropriate, certain personally identifiable information, such as individual names. and residential addresses and telephone
nuimbers. may be redacted from the publicly accessible copv of the record. See 42 for how to handle customer comments.

243 Analyzing Customer Questionnaires

After the response deadline expires, preparethe Discontinuance Coordinator timelv prepares a questionnaire analysis it-a-timel
sty See badubit 234 Group weitien customier comnents by ~ubject and-cottrthem—rvddress-these commentrin-Seetorbor
~ection H_Maintain copies of the proposal as appropriate. Include alireturned questionnaires and response letters for inclusion in the
official record. « I hi~ includes questionnanes,_ingluding those submitted after the deadline, (Written customer comments submitted at
any time. and responses. should always become part of the official record.)

258 Acknowledgine Customer-Questionnnires

Provide wittten achnowledzment to castomers thanking them for returning-the questionnaires: Be-stre to answer any- speeitie-
coitHeES OF coneeris ioted on the questionnaires  Tliis sieans weiting andividual letters-when-neeessary See Fahibie 235 fora-

~athiple chnowledement letter

¢ ondueting-n-24Vlanagement’s Recommendation

244.1 District Revicw

[he Discontinuance Coordinator must thoroughly review the official record to ensure compliance with federal law, Postal Service

policy, and the instructions in this handbook.

When the initial investizative data are compiled and analyvzed alone with the customer questionnaire results, the MPOO makes a
recommendation to the District Manager whether to purste the discontinuance and, if so, the preferred alternate service. The

justitication tor discontinuance must be documented_in the record.

244.2 Headquarters Preliminary Review

Alter the initial review and the MPOQ's recommendation to proceed with study, the Headquarters Review Coordinator reviews the

Service policy. I there are no issues or problems, the district Discontinuance Coordinator will be notified to proceed with the

teasibility study.

2443 Justification for Discontinuance

Ihe justitications for proceeding with a discontinuance must relate to the criteria in 321.

244.4 Decision to Post Proposal

Atter the Headquarters Review Coordinator contirms that the review complies with federal law and Postal Service policy, a formal
proposal to discontinue the tacility is prepared and forwarded to the District Manager for review and concurrence before it is posted.

See chapter 3 for further information on the proposal.
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25____Community Meeting

251 General

File couninninty mecting i~ ant excellent opportnits b explaim wrw\e'akemaﬁ%ﬁﬁmr—eﬁﬂmneﬂmeslimalw&—&he-m%p«m#
dtetitatives, and 0 help customers complete their questionnaires. A community meeting can be held anvtime prior to the Final
Determination unless otherwise authorized bv the Vice President, Area Operations, or the Vice President, Delivery and Post Office
Operations.

At the community meeting, pivvide the customers should be provided with reasonsan explanation for the proposed change in service.
State the advantages and disadvantages for themcustomers and for the Postal Service (i-e-for example, tell customers how-whether
their address will be affected and whether boxP.O. Box fees will inereasechange if they choose that-service at a neighboring Rost-
“ticeretail tacility). Make it clear that no final decision has been made. Do not argue or raise your voice with customers. Always tell
them the truth. If the answer to a customer’s question is not apparent, obtain the customer’s name and address and respond in writing
after the meeting. Make notes of customer concerns and responses for inclusion in the official record. However, do not tape the
meeting, because this inhibits open discussion. Immediately terminate the meeting if it gets out of control.

2511 Selecting Date and Location

Pscu~ Che Marketing Manager should discuss the time and location of the community meeting with the postmaster-orPostmaster
OIC_ or other responsible personnel. Be sure to schedule the meeting at a time that encourages customer participation, such as during
an evening or weekend. Potential community locations include a community center, church meeting room, city hall, school, or the
st Ondicepostal retail tacility. Designate a set time for the meeting, but be flexible enough to extend the meeting if necessary to
answer customer questions. Dress appropriately for the community. If a second meeting is in-orderwarranted, plan and schedule it
according to the same guidelines as the initial meeting. |1 an ctliereeiiuy stspPension by Fequifed: a comiumnity ieeting-should-behold-

Setor Hie stspenston +at all possiible

2512 Notifying Customers

Notify customers of the community meeting date, time, and location at least |)five to seven days in advance. Hhe cover letier to-the-
Crishoter duesHoMitre provides wr excellent opportiniie tor notitving customers of the COIMMLIIIY Mieeting (see sechion Cover

+ viter+ If you receive information that the time is inconvenient for most customers, reschedule the meeting at a more convenient time.

S b ovnnl YO8 o sapple nonficaiion lette

204 Attending-VYleeting

i ares miatiaeer. Poblic: VHairs and Communncdiions, <hosid be notified of the digtes time and location of the imeeting, bt 264
s s ibe ankdpessen and telepione numbers for sred tatagers. Pubine A Hairs and-Communieations. - Hie Post Oftice review-
seetditder anddistncE representatives senerally attend the miceting. Fhe emplovees condueting-the meeting must be hnowledueable-
s ety eeds and avatlable alternate services These emplovees must also possess highly developed human relationsnd-
commucations shitls b the meeting, provide d Signin roster ior those attending the meeting: -Provide sprtee vt the-roster-forthe-
tifendees ates, addfesses inchiding Z1P Codes: and-telephose ttnbers—Hhe~runt Fostetastine hide thestttement=Fhis-
decimient will be entered mito the otficial record for pubbic vrewims ™ See | xhubit 2630 tor-a-sample commuity meeting roster—H-
CBES dre bemna considered av service dlernatives: hisnd-out pamphicts or di=plav-a posteror-+CBH-and-parceHocker to-introduce-

=tsteniers to ths proposed delivery option:- Do aok show-pretures of & Bl that are-not appropridie-to-the community

252 Preparing for the Meeting
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Begin preparations for community meeting immediatelv upon the official decision to undertake a study. The District Manager should

coordinate the following activities:

a. The Discontinuance Coordinator prepares a briefing sheet and management presentation. and prepares copies of the
briefing sheet for handout at the meeting.

b. The Manager. Marketing, finalizes the meeting logistics.

c. The Discontinuance Coordinator prepares sign-in sheets and cluster box unit (CBU) hand-outs. if applicable.

d. The District Manager conducts a readiness teleconference five days prior to the meeting.

253 Conducting the Meeting

The Manager, Marketing. has the overall responsibility for the communitv meeting. The Discontinuance Coordinator should assist
with coordinating the following activities:

a. The Manager, Marketing, sets up the meeting location and required equipment.
b. The Discontinuance Coordinator places the sign-in sheet near the entrance of the meeting room and encourages customers to
sign in.

C. The District Manager or MPOO conducts the Management Presentation and provides responses to customer questions.

d. The Manager, Consumer & Industry Contact, with assistance of the Discontinuance Coordinator, has responsibility for
collecting customer comments and management responses.

254 Analyzing the Meeting

After the meeting, categorize customer concerns as postal and non-postal. Indicate the number of customers expressing each type of
concern. Also indicate the Postal Service response. See Fahibit 203 torasample-foriat-torambring-communit-mectinesConsumer
& Industry Contact has responsibility for providing written responses to any customer questions that were unanswered at the meeting.
A record of the customer inquiries and responses should be handled as in 26.

TR - Genernl

Hs-important-to-note that the ivestgative process involves constant aalysis and-decision mishing Continte to-ask the tollowine

uestions:

26 Is-Customer Comment [ etters

A written response must be sent to each customer comment. The response must address the individual concerns expressed by the
customer. Consumer & Industry Contact should tailor core letters, as appropriate, to respond to customer comments.

261___Centralized Location

a——To simplifv maintenance of a centralized channel for customers’ written comments and questions, they should be directed,
whenever possible, to a single P.O. Box address. [f customer correspondence obviously related to the discontinuance

warranted?

Beesis received elsewhere it should be forwarded to or deposited at the record-support-P.O. Box designated for the discontinuance?.
study.

12 Handbook PO-101, August 2004
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e——Does-the-reconmmended-alicrnate sefvice maintain o masimun degree-of eHectiveresnlar ~ervice-to-the-communii v
d.——-l—)ees—t—he—hwe&t»igati(m—me#emH#}abﬂﬂ—imkﬁemlm(—l&we Otticeand-postiasier po~ition~hothd- be-retnined:

Based-on-the-preproposal investigation:-the Post Office feview coordingtor-mahesa-reconimenddtion-to Hidhdgement. W the manauer,

Operations—determines to-purste discontinuance & formal propuosat s prepared-for distelerFeview-262 Customer

Response Letters

The Manager, Consumer & Industry Contact, is responsible for customer response letters using established Headquarters procedures.
The customer letter and each response must be provided to the Discontinuance Coordinator for inclusion in the official record. When
appropriate, certain personally identifiable information, such as individual names or residential addresses/telephone numbers should
be redacted from publicly accessible copies of the record. If a core response is not available, Consumer & Industrv Contact requests
assistance from the Discontinuance Coordinator to develop an appropriate response.

263 Excessive Volume of Comments

If the volume of correspondence received exceeds the ability to respond in a timely manner, the Manager, Consumer & Industrv
Contact, notifies the Discontinuance Coordinator who seeks and coordinates field support, with the assistance of the MPOO.
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3 The Proposal

31 General

311 Discontinuance Coordinator Responsibilities

The hsivict manager. ¢ ustomer Servive wnd Sabes.Discontinuance Coordinator is aciministrativelv responsible for
overseeing the gathering and pre~crvine tovpreservation of the official record containing all documentation used to
assess tiv-any proposed change. This includes any internal and external communications related to the
discontinuance, If the proposed action appears warranted, a formal proposal to close-vr-consohidatediscontinue the
Po~i Otticefacility is prepared and forwarded to the Jisirict District Manager for review and concurrence before it is
posted.

3111 Memorandum to the Record

[£_at any time, discrepancies or inconsistencies appear in the record documentation, the Discontinuance Coordinator
should explain and resolve the matter by preparing a written explanation for inclusion in the record (memorandum to
the_record). Any memorandum to the record must reflect the date responsive information was obtained as well as the
date of the memorandum’s inclusion in the official record.

3112 Proposal Checklist

When investigation of the feasibility of a possible discontinuance reaches the stage where a formal proposal to
discontinue an independent Post Otfice, Classified Station. or Classified Branch is preparcd for posting, the
Discontinuance Coordinator must thoroughly review the proposal and supporting record before the 60-day posting
period._The Discontinuance Coordinator must complete a proposal checklist to certify that the review has been
conducted and that all necessary investication has been undertaken and documented in the official record.

i3 Log of Post Office Discontinuance Actions

he Discontinuance Coordinator must maintain a log-of discontinuance actions for each independent Post Office,
Classitied Station, or Classitied Branch that is investizated for possible discontinuance. The log must include the
name, title, and telephone number of the coordinator most tamiliar with the case. It must be current and available at
all times. A copy of the log must be included in the official record.

312 Official Record

3121 Review of Official Record

I'he Discontinuance Coordinator must thoroughly review the record to eliminate any inconsistencies, errors, or
omissions. It may be necessary to add additional ¢larification or 1o correct deficiencies, update PS Form 4920 with
current information, or re-post an incorrectly posted proposal. See 311.1 for information about explaining
discrepancies or inconsistencies with a memorandum to the record. The Discontinuance Coordinator must validate
and expressly enter into the record the log of discontinuance actions. This validation and entrv certifies that the
record is ready for review by the Vice President, Delivery and Post Office Operations. and, in the event of an appeal,
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that it is appropriate for review by the Office of General Counsel and the Postal Regulatorv Commission. See 311.3
for information about the log of discontinuance actions.

3122 Copies of Record Documents

The official record containing original documents or their electronic counterparts is kept at the district level. The
Discontinuance Coordinator is responsible for updating the official record from the time it arrives at the district until
the end of the discontinuance process. The final entry to the record is the Postal Bulletin Retail Facility Change

Announcement. The original official record is filed in district archives. Other copies of the record may be destroved
at the discretion of the District Manager.

313 Archiving Official Record

313.1 Preparing to Archive Record

Before permanently closing the record to be filed in district archives, the Discontinuance Coordinator must review
the record documentation from the time the record was transmitted to Headquarters for final determination to ensure

that all subsequent occurrences are documented chronologically. (Documents filed in the official record must be
entered chronologically.) Examples of required documents include:

Final determination and round-date stamps of posting and removal dates in each location.

b. Copy of'the completed Postal Bulletin Retail Fucility Change Announcement form.
c. Appeal notices. pleadings, and decision (when appropriate).
d. Copy of the instructions to the local address management office to update the Address Management System

(AMS) report.

€. Copy of the published Postal Bulletin Retail Fucility Changes Announcement.

313.2 Archiving Record

In accordance with Electronic Records and Information Management Svstems (eRIMS), the complete archived
electronic record must be kept for two vears from the end of the calendar vear in which the final decision is made.
The record may be disposed of after that time at the discretion of the District Manager. Electronic copies of the

t at the district office for six vears from the end of the calendar vear in which the tinal

record (sce 312.2) must be ke
decision is made.

32  Components of the Proposal

321 Description

The proposal must provide a description describe and analy<is that-analvze all details sufficiently details—that both
highercustomers and senior management asd to-the persons served by-the-atiected-Post-Offiee-understand the nature
and cause of the proposed change in service and the details of the replacement service. The writtes-proposal must
address each of the areas described in 321.1 through 321.7 below:,

321.1 Responsiveness to Community Postal Needs-

It is the policy of the government, as established by law, that the Postal Service wii-provide a maximum degree of
effective and regular postal services to rural areas, communities, and small towns where Post Offices are not self-
sustaining. The proposal should compare and contrast the-postal services available before and after the proposed

2 Handbook PO-101, Aususi2604May 2011
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change; describe how the changes respond to the postal needs of the affected customers; and highlight particular
aspects of customer service that might be more or less advantageous as-weH-as-those that-misht-be-more.

advartageousto respective customers. .

3212 Effect on Community. _

The proposal must include an analysis of the effect the proposed discontinuance might have on the community
served and-discisy the-application of the requirentents the-Povtett OperationsHennakby the retail facility.

321.3 Effect on Employees.-

The written-proposal must summarize the possible effects of the change on the postmaster—supervisors-Postmaster
and other employees of the Po~+t)1iceinstallation considered for discontinuance. The disteict manager- Custoner
Sepviee-atd-Salew:District Manager must suggest measures to comply with personnel regulations related o Peosi
Otfiee-discontinuanee and consolidation. (See the Employee and Labor Relations Manual.)

3214 Economic Savings

The proposal must include an analysis of the economic savings to the Postal Service from the proposed action,
including the cost or savings expected from each major factor contributing to the overall estimate. Follow the
CeoOmiE savings thalysis format i the ~ample proposals. sample revised proposal: and-sample-final-determination.
Be-tiotinchide ironetime experine tor instatline CBUS and parcel loehers in the LConvitic-savitgs-anithesia: Show

ll)ii&~e§pelhc—iﬁ o sepatitie parasraph

3215 Other Factors

The proposal should include an analysis of other factors that the district ihanager-4 ustomer-Service and-
Sales:District Manager determines necessary for a complete evaluation of the proposed change, whether favorable or
unfavorable. If not already addressed elsewhere, explain how unusual services provided by-the Post Ofticefurnished
to customers, such as reading mail to illiterate or blind customers, or special accommodations for physically
challenged customers, can be provided upon the Po~t Oilice discontinuance.

321.6 Summary. _

The proposal must include a summary that explains why the proposed action is necessary and assesses how factors
supporting the proposed change outweigh any negative factors. In taking competing considerations into account, the
need to provide effective and regular service is paramount.

321.7 __ Notice.

p o LA

The proposal must include the following notice:

(1) SupportSupporting Materials (all facilin: rvpes). “Copies of all materials on which this proposal is
based are available for public inspection at the --— - —————Past Ofticets)
during normal office hours.”

(2)  Proposal (ic<facility not suspended). “This is a proposal. It is not a final determination to (close)
(consolidate) this Po~t ttiee-facility. If a final determination is made to ¢close - _or consolidate) this
Post O#ticefacility, after public comments on this proposal are received and taken into account, a notice

of that final determination will be posted in this RestOffice—Fhetinakdetermination-will-contain-
iﬂs&ﬂfeﬁmw-en—hemke{ed-eﬂshmwﬁ—fnay—aﬁ;%heﬂ-d&i%&he—%s%&ﬁ&e—@ﬁmm%»&—&m—
ml»uﬁpﬁ#mm&héﬁﬁ&%%&mn%&%%%&p&éﬁg&%ﬁm#

determination—facilitv.”
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(3)__Proposal (suspended «#tie+ facilitv). “This is a proposal. It is not a final determination to (close)
(consolidate) this Pest-6ttice-facility. If a final determination is made to (close) (consolidate) this Pose
Oiticefacility, after public comments on this proposal are received and taken into account, a notice of
that final determination will be posted in the (name of administrative office Rowt Otfice— Ehe tinak
determmationwil contain instructions or-how atlected customersmayrappeahthat-decision-to-the-
Postal Rate Commssion. Any-such appeal must be received-ba-the-Commission-within-36-div~ of the
pesting of the Hinal determination.”™). -

(D dAppeal rivhts (Post Offices only, whether suspended or not suspended). ~The final determination will
contain instructions on how affected customers may appeal that decision to the Postal Regulatory
Commission. Any such appeal must be reccived by the Commission within 30 davs of the posting of
the final determination.”

33 Official Administrative Record
331 Description

I'he otticial record includes all information that the District Manager has considered, and the decision must stand on
the record. No written information or views submitted by customers mav be excluded, whether thev support the
proposal or not. The discontinuance process can be lengthy, and more than one Discontinuance Coordinator may be

invalved in the investigation. The ofticial record must be updated and maintained in an accurate and timely manner

to assist new coordinators and others who review record documentation.

33 Format

T'he record must be maintained in the tollowing tormat:
a.  Therecord is assigned a docket number, which is the ZIP Code™ tor the Post Office, Classified Station or
Classified Branch studied for possible discontinuance.

Upon inclusion in the record, each document is assigned a sequential number that becomes its item number. The
dochet number and item number are placed in the upper right corner of cach document when entered into the

c

record.

c. A numeric rather than alphabetical numbering svstem is used. Page numbers can be assigned consecutively
throughout the document and/or consecutively within each item. Page numbers should also be placed in the
upper right corner of cach page within everv document, below the docket and item numbers.

d. ltems are tiled in chronological order._As written communications are received in response to the public notice,
invittion tor comments or otherwise, cach is included in the record (usually, but not necessarily, together with

its written response).

e. .\ chronological index is included that identitics cach document by item number and the date entered into the

record.
f.  Theentire record is bound in a tolder that opens trom the side. A label bearing the installation name and docket

number is displaved on the tolder cover.

333 Content

Fhese conditions apply to the content:

a. Do not refer to individual customers bv name in the index or proposal.

c. Ensure that photocopies or scanned versions of documents in the record are legible, and that hoth sides of nvo-

sided documents are included,

-
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d. Ensure that each statement in the proposal is supported evidence in the record.

e. Include updated PS Form 4920 to reflect updated information when necessarv. If operations in an office are
suspended, copy the information that has not changed and update other data on the new PS Form 4920. Keep
old PS Forms 4920 in their chronological place in the record.

f. Review the record to ensure it is accurate and in compliance with federal law, Postal Service policv. and the
instructions in this handbook.

334 Availability of Record to Public

A complete copy of the record must be available for public inspection during normal office hours at the installation
under study for discontinuance or, if the installation has been temporarily suspended., at the instaliation providine
alterative service, as well as any office likelv to serve a significant number of customers of the office under study.
I'he public inspection period must begin no later than the date when the proposal is posted and extends through the
pusting period. Provide copies of documents in the record on request and collect pavment of any fees prescribed by
chapter 4 of Handbook AS-353, Guide to Privacy. the Freedom of Information Act_and Records Management.
Provide copies of the proposal and comment form on request without charge.

34 Writing Tips

341 Numbers
a. Always spell out a number that begins a sentence. Example: “Twenty-five customers attended the community
meeting.”

b. For consistency, theav~ spelt oniuse the same styvle to express related numbers. Example: “Seventeen Post
Office hoxBox and six general delivery customers chose the same type of delivery at the Skyline Post Office,
+inle 10 miles away, rather than accepting rural route delivery to CBUs.” '

c. ~pelin general, spell out numbers one to nine. | -~e . and use figures for numbers above nine. | -~ tizures tor[f
numbers that one to nine precede any unit of measurement or time. | lowever, use fisures. As noted in section
b above. however, use the same style to express related numbers a~ mentioned-in-part- 23 1 b, If most of the
numbers are below t<n |0, spell hem out those. that are below 10. If most of the numbers are above (e 10,
express them all in figures.
= Example A (most numbers are below 1¢n10): “There are two mills, one school, one church, and 21

stores in the community.” '
] Example B (most numbers are above 1<110): “The Little Towne Post Office serves 97 rural route
customers, 57 Post Office i+\Box customers, and 9 general delivery customers.”

342 Contractions

<. aotAvoid use of contractions, such as “can’t” or “couldn’t.”

343 Time

Throughout the proposal, type the abbreviations a.m. and p.m. in small letters followed by periods, but no spaces.
Example: “Prior to suspension of service, the Furry River Post Office provided service from 7 a.m. to 12 noon and
from 3 to 6 p.m. on Monday through Friday, and from 7 to 11 a.m. on Saturday.” (Notice that when using a.m. to
a.m. and p.m. to p.m., the first a.m. or p.m. is omitted.)

Handbook PO-101, Aususi-2004March 2011
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344 Customer Names

Do not refer to individual customers by name in the proposal or in the official record index. Do not refer to

customers using terms that might be understood as lacking respect. ¢.g., senior citizens as “old people,” “old folks,”

or “elderly.”

See-Exhibit- 333 for sample-paragrapheto help-in- writing propesils—Select-appropriate paraaraphs—trom-cachuroup
and-fetifor-them-to-the situation:

336 Sample-Proposal
336 i

See-Exhibit 330-for & sample weitten proposak

35 60-Day Posting Period

351 Before Posting

Distriet-351.1Discontinuance Coordinator Review

Before posting, the investigative covrdinator submits-a copy of theproposak- PS-Eora-49200 Pose- Office Clessans -
Comseickttton  Propesal I act Sheet and o completed district Discontinuance Coordinator validates the proposal
checklist to the district covrdinator ok review. Aiter review. the district coordinator sighs the proposat checkbist to
certiyand certifies that the review has been conducted and all required activities performed. See-tahibit3H-1 tor
saimple-proposal checklist:

351.2 Notification to Government Relations and Public Policy

The district-nrnager. Custoier-Servive aind SalesDistrict Manager must notityprovide advance potification to
Government Relations and Public Policy at Headquarters and to Area Public Affairs and Communications—at-teast -
«hevs-before posting the proposal for the 60-day posting period. Provide aAn electronic copy of the proposal usd P~
Form-4920should be provided with this notification. See Fxhibit 34122 tor a ~ample notHication-letter to-
Government Relitions and Public Policy.

33 ZHP-Code Elimination

3IH3— ~ Proposed-€Elosing

I itis desirable to clinnnute the ZH: Code of the Post Office proposed for closing: the- district-manager- Customer-
Serviee-and Sales. must submit a-writien reguest and-ustiication-to-the vice president-Area-Operations—hefors the
proposiabs-posted for the 60day-posting period- Normalh- the Z1R-Code toreach-addressserved-bvadiscontinued-
Post-Offiee-iy retiined Hitss the-distriet inanager: Customer-Service-and-Sales imustfeveradviset-community- that-
i-witHose-its-Z R Code without Fisbreceiviti-weitien-permission- from- the-vice-president—rea-Operations{sce-
subehapter-6-HorAHR-Codechimination:

34432—— Proposed-Consolidation

Whenr-a-Rost-Oltice-is-proposed-torvonsohdation-und-it is-pr s ¢ 5 St <
orbranehthe ZH Code-remats-the-same-as-the oriy WLPMM%WmdeWmmv—
for-name-and-AH - Code chimination-for- community Post-Offices—stations--and-branches:
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352 Posting

352.1 General

A copy of the written proposal and +-~izaed-an invitation for comments must be prominently posted in-cach-atteciwd-

Post-Ottice-for at least 60 days in the retail facility under study, the retail facility proposed to serve as the
supervising facility, and any facility likely to serve a significant number of customers of the retail facility under

study. Always begin the count at day zero, with the day after posting becoming day one. For offices that-whose

operations are suspended, the posting is-deneinstead takes place at the oticesPostal Service-operated retail
installation providing atterratealternative service, since that is where customers can see it. The proposal and

invitation for comments must be round-date--stamped on the date of posting and the date of removal. Provide the

affected Post-Otticesfacilities with additional copies of the proposal and comment forms to be given to customers on

request. A copy of the official record must also be available at affected vificesfacilities for public inspection during

normal office hours. Copies of documents in the official record are available on pavient ofthe-tfees-established
elnrinistrative-Suppent-Hermed-332. Zin accordance with 334 above.

352.2 Letter of Instructions

The Post-Otticerevien-conrdinatorDiscontinuance Coordinator sends a letter of instructions,_and copies of the
proposal and invitation for comments, to the-po~tnuster-or-Ocresponsible personnel at each affected ofticas-to-
exphainfacility for posting as required by section 352.1. The letter of instructions explains procedures for posting the
proposal and the invitation for comments. See I hibit- 342 2-tor @ sample-letier-ot-instructions: Include in the letter
the dates for posting (at least 60 days). In computing the posting days, begin the count with zero as the first day and
include every calendar day thereafter for at least 60 days. This computation ensures that the proposal is available for
the mandatory 60 days required by law. Documents should be posted at the start of business hours and removed on
the appropriate day at the close of business.

352.3 Invitation for Comments

An official invitation for comments. ~igned by the maunager: Post Office- Operations: or-the-district manager-
Custonter Service aml Sales: must be round-date -stamped and posted, at the same time as the proposal, for at least
60 days. The invitation for comments must state a deadline for customer comments. The invitation must also include
the name. acklre~s. and telephone number of the Postal Service representative to contact about the proposal and must
indicate that copies of the proposal and comment forms are available on request. See b xhib342-3Hor-a-~ample
vitation tor conunents in the atfected facilities.

352.4 Comment Forms

theseComment forms, along with a copy of the proposal, must be made available to customers on request No fee is
charged for these copies. Use this form only during the 60-day posting period. & ¢ 5t

comment-form_Any comment forms completed by customers and provided to resgonsnble persons must be promptiy

forwarded to the Discontinuance Coordinator.

353 After Posting

353.1 Letter of Instructions

Before the end of the 60-day posting period, the Post ©ttice review covrdinatorDiscontinuance Coordinator must

send a-etter-ot-instructonto-the-postnasteror-OH at- theatfected-Post-Ottiees-instructions for removal of the
proposal and the invitation for comments to responsible personnel at the affected facilities where the proposal is

posted under 352.1. The instructions must provide the date for removing the proposal and the invitation for
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comments «l-._The instructions must in~trucialso advise the postmasteror-OFcresponsible facility personnel to
round:date -stamp boththe proposal and the invitation for comments on the date of removal and return them, with
the official record, to the coordinator. Discontinuance Coordinator. The instructions must also include guidelines for
posting the Notice of Taking Proposal and Comments Under Internal Consideration. See-t: b xhibi- MR for-a-sample
ietief of istructions for removal of the propesdl ard-iny Hation-for connets:

353.2 Notice of Taking Proposal and Comments Under Internal Consideration

The po~timaster-orOlcResponsible personnel at the affected Post Ottieefacilities where the proposal has been posted
under section 352.1 must post a Notice of Taking Proposal and Comments Under Internal Consideration after the
60-day posting period vtthe proposakdaink-iivitation-or conments. This notice should be posted until further
instructions are received from the coordintorSeabadibit 343 Toras
cotiietis indertteriih conskleration. Discontinuance Coordinator,

353.3 Analysis of Comments

Fhe covrdinator The Discontinuance Coordinator prepares an analysis of customers’ written comments. Group the
comments by the type of concern (postal and non-postal) and by subject. Indicate the number of customers
expressing each concern. If no comments are received, the courdinatorDiscontinuance Coordinator prepares a
memorandum for the record stating that no comments were received. See Exhibit 3433 tora-vampheanalysis-of
Othldy postitie connents and o ~amiple imemorandun to the record: If possible, comments subsequently received
should also be included in the analvsis. The analysis should list and briefly describe each pojnt favorable to the
proposal and each point unfavorable to the proposal. 1'o the extent possible, the analysis should identify how many
comments support each point listed. After completing the analysis, the District Manager must review the proposal
and re-evaluate all the tentative conclusions previously made in light ot additional customer information and views

in_the record.

3534 Response to Customer Comments

A written response must be sent to each customer comment. The response must address the individual concerns
expressed by the customer. Sce bbb 3434 for 4 ~ample response letier

36 Revising Proposal

36l Definition

A revised proposal contains new information obtained during and after the 60-day posting period. In essence, it is a
new proposal that updates the original proposal. If there are no changes to the original proposal and no comments
were received, a revised proposal is not necessary. However, a memorandum mustshould be included in the record
stating the dates and locations o1 the orizmal proposal posting~ andthe proposal was posted while noting that there-
were NO vintizes fo or comments onor other reasons for modifving the proposal: have triggered revision.

362 Components of Revised Proposal

362.1 Description

Most sections in a revised proposal are identical with the original proposal. Exceptions are listed in the following
sections. Be sure to substitute the terms “revised proposal” throughout the text where appropriate. Sce-Lxhibit 3331

or a4 ~sample ot revised-proposit-
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362.2 Cover Page

~ =

Change the cover page to read “revised proposal.” See l:xhibie 3524

362.3 Responsiveness to Community Postal Needs

Update the proposal to include information about posting of the original proposal, the comments received, and
Postal Service responses to those comments. State the number of comments received and indicate whether each was
favorable or unfavorable. List each concern, the number of customers expressing that concern, and the Postal
Service response.

362.4 Effect on Community

Make sure that this section reflects current information about the community. {ixample: - Busitesses dre correctiv-
s~terlfor example. ensure that businesses are listed correctly. If information in the official record is ambiguous or
incorrect, resolve the ambiguity or error using a memorandum to the record.

362.5 Effect on Employees

Note any changes that have occurred since the 60-day posting period.

362.6 Economic Savings

Update salary information and other economic factors, as appropriate.

362.7 Summary

Revise the summary to include information regarding posting of the original proposal at respective locations and
sheany comments received.

362.8 Notice

Change the word “proposal” to “revised proposal” where appropriate. “ee I-\hibit 332

363 60-Day Posting Period

If a significant change is made in the proposal (e.g., a change in the proposed type of alternatealternative service),
repost the revised proposal with an invitation for comments for a new 60-day posting period. Use the procedures in

e ey 34 352,

363.1 Significant Change

The following is an example of a significant change. The original proposal was to extend rural delivery. After
reviewing customer comments, it is determined that a « ’O>contractor-operated retail facility would better meet the
needs of the community. | he revived proposal i~ 1o establish ¢ C PO-rather than-to extend rurak delivery: The revised
proposal entails establishment of a contractor-operated retail tacility instead. This revised proposal must be posted
for a new 60-day posting period. After that ity posting requiremient i~ met, follow the procedures in part 343353,
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Hhe-officiatrecord-must-be-thoroughivreviewed-and-the-reason-tor-discontinuance must be-documented-i-tia
record—the-PS Form 4020-and-cevised-proposab-musi-retleet cusrentitormation:

H2— Certifiention-of-Reeord

Miera complete review of the record-is conducted iand necessar- updates-and correctionsare mades the distent-
HIMALEF. CUstomeE-Service and-Sales: prepares « memorandiin-tor-the-recork certibvinu-that-atbcomment~and
documenis nrthe record are originals or-trie-copies oF the orisinals t~ee-bvhibie412).

H3 - Fransmittl-Letter-from-WROO

Fhe-manduer. Post Olive Operations eNTPOOY must prepare o iemordandiim o the district manaser - & tstomme
Serviee and Sales. Eiclose the ortgmal and-one copy of the vilici-recond. -Mahe sure-that botsides of docsinenis
are copted when applicable. Inforn the district manauer. Customer Service and Seles. to keep-the original tecend for
district archives and i send the second copy o the vice president. Delivery and Retail. at Headyguariers isee n ot

Fransmittad Letter from District to Headguarters and Fahibit 413).
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4 Final Determination

4241 District Review

111 Official Record Review

Fhe districi covrdinator The otficial record must be thoroughly reviewed, and the reason for discontinuance must be
documented in the record. The more recent PS Form 4920 and, if applicable, the revised proposal must reflect
current information. The Discontinuance Coordinator must thoroughly review the official record to ensure
compliance with federal law, Postal Service policy, and the instructions in this guidehandbook.

412 Log of Post-Offiee-Discontinuance Actions

Before forwarding the official record to the District Manager and Headquarters, the district Post Otlice-review-
contdingtor must signiscontinuance Coordinator must certity, and enter into the record a completed log of Post-
+itice discontinuance actions. This log certifies that a thorough review of the official record is completed and that
everything is in order. It is the S Post Oice review coondinater sDiscontinuance Coordinator”s responsibility
to update the log throughout the discontinuance process. See Foninbi 422 for-asantple-fos of Post Ottice

ettt e hio O e b

113 Transmittal Letter from Manager, Post Office Operations
FEEY The MPQOQQ, must transmit a memorandum to the

District to-Hendquanrters

Fhe st msiaser. ©istoinier Service aid Sales, heeps the oreanad Manager along with a complete copy of the
official record i disttsct fries and ~ends the second copy of e tecord i with ofigiral photos) Wo the vice president,

Dehivery and Retarh of Headgiettters See Eadnbig 4230 o o samiple transmittal-lettes,

Hendgunrters—cknowledementsis  Certification of Reeeipt of-Officint-Record

o ahpowledement ol Headdguarters” receipt ob otficial record is desired: prepare-air achnowledgment form and-
~etid Hoatkd 4 ~eHaddiessed posingepaid envelope with the transmitial ot the otfietadrecord-to Headguariers. | he date
Hemdgrittters tecetves and logs mthe record s entered on the schiowledumenttornt which i then returned to the
disitict vedd s date tothe district log o Post Oice discontingdince dotiois—rvekpowledgment reguesivare

optiesih. See bl 424 for o sample acknowledument of receipt torny,
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43—Headguarters Review

AN eadgquarters. the vice president. Delivers and Retaih. forwards the obicith fecord-for the propesed
discontimuance to thed leadyuariers Post Oftice feview coordinator—Hhe-Headquartees Rost Offive-review-
CooriRgtor Feviews ofticitl records in the order Feceived- exeept-Hi-spectbeirenstanees—-Each-proposal-is-
evatlated o it~ vt tierrt Finakdeterminations and appedh deci-ions are baved-on-the-information in-the official
teceotd—Hitv the importance of-thoreus e docomentation cannol “be-overemphasized-H-mav-bhe-necessan—toreturn
the recorde-with instructions: to-the district Manager: € ustomer-Service aid Sales—tor additionat- information-Adda-
copy oF each sich instriction and-response to-the ofticiakrecords:

32 Determinutions
B2t Returned-for Further-Action-or-lnformation

i the obhcial record contams deticrencies o inconsistencies. it miy-he returned to the district thanager. Customer-
Setvice aid Sulesowith weitten instructions to eive additional consideration to specitic areas in the record of to-
provide addriional mitotmation See Ixinbie 43 2After a complete review of the record is conducted and necessarv
updates and corrections are made, the District Manager prepares a memorandum for the record certifyving that all
comments and documents in the record are originals or true copies of the originals.

15 Review and Re-Evaluation by District Manager

Fhe District Manager must review the proposal and re-evaluate all previous conclusions in light of additional
customer information and views in the record, as well as the MPOO's memorandum. The District Manager must

then decide whether the proposed discontinuance is warranted.

IS bor o ~scinple detter returnnng the recogd tor inther achion or irormnation: iclude these instroctions and-the-
tesponses i the cibiol record Novdetermiiation is reached o s pomnt. Fhe distrct imandser. Casomier Service-
tnd Sates iy resubint the propesal and otficil record to Headguariers alier providing turther doctiamentation- o

hthication Folloaw the procedires i sanchaprer District Review for resubinitiing proposals

Proposal Not Warranted

W hen the vice president. Debivery aid Retinl, determines that the proposal-is not-warranted- the propuosal is denied-
h o Further action ingy be tahen on the record ~ent. Fhe-record isretured-to-the district-manager: Customers
Service aitd Sides woith winten reasons for the deteriningtion: See-byhibit-h322a—Fhe district manager. Customer
Setvice diid Sadess st then prominentlv-post ¢-notice -the ahected Post-Ofticesstating] £ the District Manager
decides against the proposed discontinuance, the District Manager must then prominently post a notice in the
aftected facilities where the proposal was posted under section 352.1. The notice must state that the proposal has
been found unwarranted and that no further action i~ to tithe place on this the proposal to discontinue that-Po~t-
Otfice. dee Lylubit 432 2b tor 4 sample nouce.the installation is planned. The following are examples of reasons
why a proposal may not be warranted:
a.  The reason for the discontinuance is inappropriate or based solely on econontie-reasonsoperation of a small
Post Office at a deficit.

b.  Documentation in the record does not support the proposal.
c. The proposed alternate service does not provide effective and regular service to the community.
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d.  The discontinuance investigation was not conducted in accordance with the law and Postal Service policy.

HBE3———-— - ———-4152 _Proposal Warranted
82— o General

4 O .(‘l'e"‘, i .,. i 3 2 S 1c

5 ination-under-coverletter-is-sent; Transmittal
from District to the-distri ger; : N _ <hibi

.
+ ~ . -

elesing-nnd-eonsolidating-independent Post- Offiees:Headquarters

[f the District Manager decides that the proposed discontinuance is justified, the District Manager provides a
complete file of the official record to the Vice President, Delivery and Post Office Operations. at Headquarters. In
his or her transmittal, the District Manager must certifv the ofﬁcjal record is complete and that all documents in the

record are originals or true and correct copies.

42  Headquarters Review

421 General

At Headquarters, the Vice President. Delivery and Post Office Qperations, forwards the official record of the

proposed discontinuance to the Headquarters Review Coordinator. The Headquarters Review Coordinator reviews
official records in the order received, except in special circumstances. Each proposal is evaluated on its own_merit.
Final determinations and any decision on appeal must rely exclusively and completely upon information in the
official record. Thus, thorough documentation is of the wmost importance. 1f necessary, return the record, with
instructions, to the District Manager for additional work. Add a copy of any such instruction and response to the

official record.

422 Determinations

422.1 Returned for Further Action or Information

If the official record contains deficiencies or inconsistencies. it may be returned to the District Manager with
instructions to give additional consideration to specific areas in the record or to provide additional information.
Include these instructions and the response in the oftficial record. No determination is reached at this point. The
District Manager may resubmit the proposal and otticial record to Headquarters after providing further
documentation or clarification. Follow the procedures in 41 for resubmitting proposals.

4222 Proposal Not Warranted
When the Vice President, Deliverv and Post Office Operations, determines that the proposal is not warranted, the

proposal is denied and no further action may be taken on the record sent. The record is returned to the District

Manager and written reasons for the determination are provided. The District Manager must then prominently post a
notice in the affected tacilities as instructed in section 4135.1.

4 » Handbook PO-101, Auzust2004May 2011
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422.3 Proposal Warranted

422.31 General

When the Vice President, Deliverv and Post Office Operations, determines that the proposal is warranted, and no

further revision is necessary, authorization to proceed is provided to the District Manager. The Discontinuance
Coordinator can proceed with composing the final determination and providing it to the District Manager. The

following sections outline discontinuance instructions provided with the final determination document.

422.32 _30-Day Public Notice

Fhe-districtmanager—CustomerServiceand-Sakes-The District Manager must make sure that a copy of the final
determination is prominently posted in-the-ailected-Ront-Ottices-for at least 30 days in the affected facilities where
the proposal was posted under 352.1. To ensure that the posting is at least 30 days, begin the count at day zero. A
copy of the complete official record must be available for public inspection during normal business hours at thegach
affected Rest-Ofticesfacility during the mandatory 30-day public notice period. See- Exhibit432-32-torasample-
letter-of-instructionstor posting the-tinal determunation: If there is an error or other reason for amending the final
determination, immediately contact the Headquarters Post-Oftice-review-coordinttor-Review Coordinator. No
changes to a final determination are authorized without Headquarters’ approval-_ if changes are authorized and
made, explanation for the change must be appended to the administrative record and the posting period must begin
anew. Provide copies of documents in the record to customers on request and collect pavment of any fees as
prescribed by chapter 4 of Handbook AS-353, Guide to Privacy, the Freedom of Information Act and Records

Management.
422.33 Contents of Public Notice

The posting of the final determination must include the following notice: “Copies of all materials on which this

Final Determination is based are available for public inspection at the (Facility Name) during normal office
hours.” If the retail facility subject to discontinuance is a Post Office. the Final Determination must also include the

following notice: “This Final Determination to (discontinue) (consolidate) the (Facility Name) may be
appealed by any person served bv that office to the Postal Regulatory Commission. Any appeal must be
received by the Commission within 30 days of the date this Final Determination was posted. If an appeal is
filed, copies of appeal documents prepared by the Postal Regulatory Commission, or the parties to the appeai.
must be made available for public inspection at the (Facility Name) during normal office hours.”

422.34 _ Postal Bulletin Post OfficeRetail Facility Change Announcement

A Postal Bulletin '~ Ottic =Retail Fucility Change Announcement form is also enclosed with the final
determination. The maiuuer. Post Ottice Operations. MPOQO or designee, must complete and mail the original and
two-copiesemail a copy of the announcement form to the Headquarters PPost Office reviewcoordinatorReview
Coordinator on the day the final determination posting is removed (the first day following the completion of the 30-
day public notice period). .\The MPOO must also include a copy of the round-date -stamped final determination
cover page from each location thatwhere the final determination was posted-#ust-aecompany,_At Headquarters, the
original announcement form. -\t |eadquariers. the original of the announcement-torm and the copy of the round-
date -stamped final determination posting are entered into the official record. At the appropriate time, one copy of
the announcement form is forwarded to Address Management at Headquarters for announcing the Post Otlice
elosingdiscontinuance or consolidation in the Postal Bulletin; the other is returned to the district for inclusion in the
official record. See-Linhibit- 43232 Do not reproduce this form. Do not mail a copy to Address Management at

Headquarters.

Note: In the event that an appeal is postmarked in the 30-day period but received by the Postal Regulatory

Commission after the 30-day period. the Headquarters Review Coordinator will instruct field personnel on posting
requirements.
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42235 Official Discontinuance

If there are no appeals to the Postal RiteRegulatory Commission (PRC), the attected-Post Ofticeretail facilitv is
officially discontinued the tir~t Saturday that fabls 90_at the earliest. 60 days after the first dav of posting of the final
determination. Please contact the Headquarters Post Office review coordinatorReview Coordinator if a specific date
is required for official discontinuance. However, federal law prohibits the-an official discontinuance sooner than 60
days after the date the final determination was posted. Headquarters sends writters-notice to the distriet manaser-

¢ tistomier Service and Sakes.District Manager indicating whether an appeal is filed with the PRC. If an appeal is
filed, Headquarters provides riten instructions on how to proceed. See chapterS-tor-miormation ol appeals:

BII5 - - oo e Publiention-03 - National-Five Bisit-ZHP-Code-und-Post-Office-Birectory
When the district mannser: Customer Serviee nnd Sales422.36 Address Management System

Database

When the District Manager receives writien notification from Headquarters that an appeal has not been filed with the
PRC ¢~ee part-314), the Post Ottice review coordinatorDiscontinuance Coordinator must instruct the field acdress-
anazementAddress Management unit to update the Address Management System (AMS) database. A copy of that
instruction must be entered in the official record. See :\hibi-43 235 fora-sampletetierofinstraction o\ V.

422.37 _ Facilities Database

I'he Facilities Database (FDB) coordinator must monitor the svstem to ensure the facility status is updated to reflect

“Closed” .
431 Notification
4301 To Local Officials

Follow local instructions for reporting an official ¢ lo~arediscontinuance within the district. Prepare a kocal-
semorndon b nobiy disteic personnel and the manaser, Faciities ServieeOftieatsee Exhibit 433 1y

4312 To Customers

Notify +#icctedimpacted customers {delivery customers of that retail tacility) of the official closure by postim 4
robice of disconbitanee N the office for 30 davs (see | vinbi 433 2x-writing. Additionally, the notification should

Also be posted in the lobby ot the discontinued retail facility.
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5 Appeal Procedures

51  General

s11 Who May Appeal

Any person rezularly served by the-itt tevteda Post Office subject to discontinuance may appeal the Hitbdetermination-decision
to the Postal Regulatory Commission. The Postal Service's legal position is that the Commission does not have jurisdiction to act on
challenges to the discontinuance of subordinate retail units (such as Classified Stations and Classified Branches) or contractor-
operated retail facilities. Where persons regularly served by another tvpe of USPS-operated retail facility subject to discontinuance
tile an appeal with the Postal Regulatorv Commission, the General Counsel reserves the right to assert defenses, including the
Commission’s lack of jurisdiction over such dppeals. When it elects not to challenge the Commission’s jurisdiction over the
discontinuance ot subordinate Postal Service-operated retail facilitics, the Postal Service does not waive anv areument that it may
have in federal court or in subsequent Commission proceedings concerning the Commission’s authority to adjudicate appeals of

subordinate retail facilities.

512 Where to Appeal

All appeals must be directed to:
POSTAL i\ REGUT.ATORY COMMISSION
FRRLIESEREE 90D NEW YORK AVENUE, NW, SUITE 01200
WASHINGTON, DC 20268-0001

513 When to Appeal

Appeals must be received by the I’o~i.1i Raie Commission within 30 days of the date the final determination was posted. An appeal is

considered to have been received by the Commission as tollows:

a. [fthe appeal is mailed to the Commission, on the date ot the postmark on the envelope or other cover.

b. If otherwise lawtullv delivered to the Commission, on the date determined based on any appropriate documentation or

other indicia (as determined under PRC resulations).

514 Notification to District Manager

Headquarters i~ writien noticeprovides notitication to the wistricl maitazer. Customer Service aind Sale~.District Manager
indicating whether an appeal is filed. Sce Fxbibit SHda wnd 1 xbabit S1T4b for sample potices:

s1s Appeal Doéuments

The vitive Office of General Counsel, at Headquarters, provides the district misniager. Customer Service and SalexDistrict Manager with

copies of all pleadings, notices, orders, briefs, and opinions filed in the appeal proceedings on behalf of the Postal-Rate Commission or theother
parties to the appeal. The district-manager- CtstomerService and-Sales: District Manager must ensure that copies of all these documents are

1
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included in the official record.. The District Manager must also ensure that copies of these documents are prominently displayed in the affected
Post Offiees—and-facilities where the final determination is displaved under 422.32. The appeal documents must be made available for public

inspection at the atfeeted-Rost-Oticessame facility or facilities during normal business hours. +the-Post Office-issuspendeds disphe- the-
dwwhﬁ%ﬁm%mw&wws«mww All documents (except the Rostal-Rate-Commission’s final order it CPHIROr
decision) must be displayed until the final order and vpinion-are imted-or decision issues. The final order and-opintenor decision must be

displayed for 30 days _in the affected facilities where the final determination was displayed under 422.32. However, the final order or
decision must also be displayed in the retail facility subject to discontinuance for 30 davs or until the effective date of the

discontinuance, whichever is sooner.

52 Discontinuance Pending Appeal

An affected Post-O#ice installation may be discontinued before the final disposition of an appeal only by the authority of the vi.c
presidentVice President, Delivery and Retail Post Office Operations. This authority-hewever: does not permit discontinuance i1} ++)
dayswithin the 60-day period after the-date-the-tinah determination-is-pestedinitial posting (see 422.35).

53 Postal RateRegulatory Commission Decisions

831 Final Determination Affirmed

If the Postal Rate- Commission dismisses the appeal or affirms the Postal Service’s determination, the official closing date of the : " -
Oftticeinstallation must be published in the Postal Bulletin, effective tiwe tirst Saturdity-that fall~ 98- Jas~-after the date of the o~}
Rate-Commission’s apinion. See Lslubit 331 tor a saimple notice of finak determination-afiemed noticetront Headguarters s .+
sitttple Postal-Rate Conmission opimon atlinning the Jeferninaiion. decision or order. if not previously implemented in accordance
with 52. In any event. this authority does not permit discontinuance until 60 davs after the first date that the final determination is

posted (see 422.35).

532 Final Determination Remanded

532.1 General

If the Pu~tal-Rate Commission remands the Postal Service’s determination. the vice president_for further action by the Postal Service,
the Vice President, Delivery and RetalPost Office Operations, may determine that the discontinuance is not warranted or may return
the proposal for further consideration +~ee ~ections Discontinuance Not-Warranted, The Vice President, Delivery and Returied o
Further Consideration)-- Fhe- vice-presidentPost Office Operations, provides writte instructions to the districtanager: Customer
Service and-Sales:District Manager on the decision. See | xinbit 332, |-fora-sample-Postal-Rate Comnptission-opinion-remanding

determination:

532.2 Discontinuance Not Warranted

Based on the Postat-Rate- Commission’s wpiniondecision or order, the viee-presidemtVice President, Delivery and RetailPost Office
Operations, may determine that the discontinuance is not warranted at this time. If so, the vice presidentVice President. Delivery and
Post Office Operations, provides wriiten instructions to the disirict ianager-Customer Service and-Sales:District Manager to that
effect. See-Extibiti322-for & sample Finak determination-remanded: determined not-warranted-notice-from-Headquarters: Based on
the official record submitted, no further action may be taken to discontinue the affected Post-Ofticeinstallation. The district manager-
Customer-Serviee-and-Sales-District Manager must make sure that a copy of the Pestat-Rate-Commission’s decision or order is posted
for 30 days at the affected Rost €ifice-for-a period-of30-dav-facilities where the proposal and final determination were posted (see
352.1 and 422.32). A notice must also be posted at the same affected facilities, stating that the final determination to discontinue the
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Pest-Office-installation is withdrawn and that no changes in service will occur at this time mitistithso-be-posted-at the ditecied Post
Office-See-Exhibit432.2 b-tor a-sample notice-fetterto-customers:,
5323 Returned for Further Consideration

Based on the Postal-Rate Commission’s vpiniendecision or order, the vice presidentVice President, Delivery and Retai Post Office
Operations may determine that the discontinuance proposal requires further consideration of other service alternatives or additional
investigation and documentation. See-kixhibit 332, % for 4 satnple Hinakdetermittion-remanded:- returned FoF turther consiieraticon
notice-Hrom-Headyuirters: The Vice President, Delivery and Post Office Operations. provides instructions for further consideration at

an appropriate procedural stage.
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6 Special ConsiderationsCircumstances

61  Emergeney-Suspensions

611 Definition

Vi emier e s sl occirTenue el constittes o tredt to the stety aid hedlth ofF Postal-Service einplovees of ctistomers of ko-the-

ety ob the matl of revente When o siuation 1s toderated ior an estended e of is expected to cvcur: it probably cannot-be-

wiasstbied s an emerzency. Circumstances that may justify +n crier zeticy a suspension include, but are not limited to, the following:
A natural disaster.

Termination of a lease or rental agreement when other quarters -tiable for housing - independent Post Office-are not
available, especially when the termination is sudden or unexpected.

c. Lack of qualified personnel to operate the office.

d. Severe health or safety hazard.

e. Severe damage to, or destruction of, the office.

f. Lack of adequate measures to safeguard the office or its revenues.
612 Authority

District mamnizers, U astomer Service and Sales Managers may suspend the operations of any independent Post Office, Classified
Station, or Classitied Branch under their jurisdiction \hen an emersency or other condition requirestor reasons such «ction.as those

613 Notification

613.1 To Headquarters

The district manager of Customer Service and SalesDistrict Manager (or a_designee) must provide immediate notice of any suspension
by tax to 202-268-0002. \H b tristsinisions st e e the crisinating fax number. o fav-miching is unavailable, ~etid a-written

dedece By boapress Mad T wervice o
VG PRESIDENG DEVIVERY AND R AL
NN HHABOL AR HE RN POSNEORB - RE VW ¢ 6n WIPUINA JOR
NN SERV
FESEENEANE PEA/ A SW RN S0
WOANHHENG HON 0 Yadiaasn )

See Badubi 00 3 for 4 sample notice ol eitereeny ~uspensrenVice President, Delivery and Post Office Operations.

613.2 To Local Officials

Immediately contactnotify the local district facility databaseFacilitv Database (FDB) coordinator. Contact information for the FDB

coordinators is available on the Intranet at http:/feagnmnsulfa. usps.gov/fdb-docs/fdbcoordinatorlist. pdf.Coordinator. Follow local
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instructions for reporting emergency suspension within the district. Use a copy of the emergency SUSPension notice v prepare « kovak
memorandum-(see-Exhibit 6321 Notiticationmay-be-requiredfor notification to the following:

a.  All direct reports to the district manauer-CustomerService und-Sales:District Manager

b—Areavieepresident:

The Vice President, Area Operations.

b

c State and national postmaster organizations. -

d.  Transportation and logistics.

e Philatelic operation~-Operations. To stop and resume automatic distribution of commemorative stamps, notify:

POSTAL ACCOUNTS SECTION

FINANCE BRANCH

MINNEAPOLIS ACCOUNTING SERVICE CENTER
2825 LONE OAK PARKWAY

EAGAN, MN 55121-9312.

£——Accounting services and postiasterdccotis:
g———Muail-processingand-distribution-center:

ke —Addressnanasement.

F——Huwman-resotrces:

Ef.Postmaster or-O atattected PostOflicesaccounts.

ke - -District-and-subordinate Post Oftice review coordinator

g Hhe district-Rost Oflice review coordinaterThe upstream Processing and Distribution Center(s) responsible for processing mail
to and from the relevant retail facility.

h. Address Management.

i Human Resources.

j. Management at affected facilitics. including the suspended retail facility, the supervising office, and the facilities most likels 1o
serve a significant number of customers of the suspended retail facility.

k.  Discontinuance Coordinator.
(1)  The Discontinuance Coordinator must be immediately provided information to enter in the log of Post Ofiice
discontinuance actions ~ce ~ection- | 33.3). That coordinator may be called on to provide information to Government
Relations and Public Policy at Headquarters during a . vneres~ionalCongressional inquiry.
(2) A copy of the «increency-suspension notice must be placed in the official record when the Po~t-Otticeinstallation is
investigated for permanent discontinuance.

L Facilities Service Office for appropriate action regarding the lease and possible alternate quarters.

6133 To Customers
Notify affected customers immediately by individual letter. Nec I-hibit6 1323 for P le-ctstomerHotiee-o SHErEeHEr st~pPefiaint,
Include in the notice the following information:
a.  Effective date.
Reason for emergeney-suspension.

Nearest Post-Otficeretail facilities and hours of service.

b

¢.  Alternate services available.

d

e Name and telephone number of person to contact for more information.

2 Handbook PO-101, Atzuse2004Mav 201 |
rpedated Wit Postab-Bidletin- Revisions—Fhrough-\ugust 222007



—Spe?-la-l-GeﬂsﬂeFaHGﬂfi » s wee——————— 615 Special Circumstances Postal
Service-Operated Retail Facilitv Discontinuance Guide

614 Alternate Service

Establish alternate service as quickly as possible. If a discontinuance proposal appears likely, make every effort to provide the
alternate service that is most likely to be recommended in the discontinuance proposal. A change from emergency replacement service

often generates community opposition regardless of the rationale. Hrthere-is-enough-time—conducta-communitimeetine-betore
stspension-to-explaitt circumstancesnd-oblain-ctstomer wpinion-about-aHernateservice:
615 Employee Reassignment

Temporarily reassign all eligible employees of the suspended viticefacility according to Employee and Labor Relations Manual 354.
Reassignment of bargaining: -unit employees must be in accordance with the applicable provisions of the National Agreement.

616 Suspension Review Team

When a distriet-manager: Customer Sepvice and-Sales-District Manager suspends operations at a PostOftieeretail facility, a suspension

review team must be formed to review the decision. The suspension review team members must include the district- ot Office review

coordintior—manager- Post Otive OperationsDiscontinuance Coordinator; the MPQO or hi~-her-designee; a representative from the

Facility Services Office; and in the case of the suspension of a Post Office staffed by a postmaster, state presidents of each postmaster

organization or their designees and a representitive from administrative services,

a. FheMembers of the suspension review team must conduct an onsite visit to the suspended Pest-Otticefacility, A

b.  Within 10 business days of the onsite visit, the suspension review team must notify the districtmanager Customer Service and
Satles-the-national posimasier organtzations amd the vive presidentDistrict Manager and the Vice President, Delivery and K<t

Post Office Operations, of their recommendation to suspend or not suspend the vitice. See I lbioHOb-for-a-~ample
netice:facility. In the case of the suspension of a Post Office staffed by a postmaster. the national postmaster organizations are

also notified.
c. If the suspension review team recommends suspension, the formal discontinuance process should be initiated.

d.  Ifthe suspension review team finds that there is insufficient justification to suspend the office, the officeretail facility should be
reopened unless otherwisc directed by the Area Vice President or the Vice President, Delivery and Post Office Operations..

617 Plan of Action

The district manager. Customer Service and Sules:District Manager must determine a plan of action to restore service, secure suitable
alternate quarters, take other necessary corrective action, or initiate a discontinuance study within 90 days «*month~). That plan of
action must be sent in writinzprovided to the vice presidentVice President, Delivery and RetailPost Office Operations, no later than

the 90th Jav90 days after suspension takes effect.

618 Restoration of Service

Immediately notify Headquartersthe Vice President, Delivery and Post Office Operations, of restoration of service by fax to

2022680002. H-a-trx-mriachine- ix-tnavatlablerend tweitten notice to-the-tolowing-address:,_
VICH-BRESIDEN PR A RY AND-RE AH-
AHN-HEABOQEAR FHERS POSE OFHCE RENSHW COORDINATOR
ES-POSEARESER V-
FES NN FPEALA S W RM- 302
WASHINGTFON-DE 2026030621
-You must also notify

the local district FDB coordinator. Contact information for the FDB coordinators is available on the Intranet at

http://eagnmnsulfa. usps. gov/fdb-docs/fdbcoordinatorlist. pdf.
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62  PostOfhee-Name Change

62} S A g

Wisen the sHormation s ihis section ad chapter 7 appears to contlict with previows Bested- Oporetions—Moansad 4 POM-instegctions,
ot the Headguariers Posi Oftice review coordingtor tor suidance. Fhe information-in-this-guide was developed with-\ddres~

Vi igenie,

621 General

A Post Office should normally bear the official name of the incorporated city, town, or borough in which it is located, as shown in its
charter. A Post Office located in an unincorporated place should generally bear the approved name of the principal community served
(normally the community in which located) or the approved name of the town or township, if it serves a number of communities
within a town or township.

hanseso22  Current Instructions

623 Information related to Post-Office-Names

Veguest for a chaire To o Post Oice name shoald be imitiated by the Tocal postimaster. This request shouhd be stbiitted through the

et maiezer Cstomer Service aind Nides o the vice presadent. Area Operations. fortransmittal with @ recommendation to-the

srerrer \ddress Manavementat Headgruariers

624 Conmmunib—-Nume-When-Post Offiee-Closed

Vet a Post O e s perimatently cosed and o replacement facility s estabhshed i the coannuniy. the naime ot the closed Rost
i s bothtally established as o place name and used as ihe iy namie 1 the last line of the address. Hhe ZIP Code is noritty
et ared Cusiorers shouid be notrtied ab the commmmity seetiig and m the questionnaire cover letier i the Post Ottice closthg

I EI R PR YIRVICIPNT RRPPE Y PO

p2i Nvme-ob-Eaeiliv-Established-by-Consolidation

Cominty Postio e, stibons, brancies, and other named Postal Service Tacilities generally ure siven namtes recognized by the
wrnbe s ddhcabine shen bacations s e fellowns poii res
a Mottt Dspezeriireens N stabion s ndine shonkd describe i location Enershborhood of section of ity tor example) to the general

ribhic Here mostbe no duplication of station names within a single city. county. or-threedigit ZIP Code-area.

bt st it e PO ted B Desvsspiens PO and classitied-branch names are valid mailing names. Fheretore.
wh C PO ar classied branch must bear the mime of the principal community- it-seeves. Fhere must be no duplication among-
COL Chessibied Branche and Post Olfice ndimes witlin it state Fach contract braneh also must bear the name ol the prineipal
COMMRUHAY G erves acephons aie Bistornc siies, et e 2 Grand Eanvon-Branehy-which- miust be approved bvtheviee
president. Operations Support When tiere is o proposal to discontinge it Rost-Otfiee and-establish ¢ €PO in-the-same
contntthe nante of the CPO S the satie s the namie of the discontinted-Rost Ottice:

& Aheemanent Mpmbers cond feiters . Fhe e of permanent number and letter designations{or branches of- elassitiod tations-i-
prohibited. tidess the munber o letter ~tenities o location.-dax in &LS&feee-S&*ie».—.‘;FeHHenueS{afimkm:-litmﬂlh#—;mlf—#laﬁ-
Station-Nuniber aid letter desienations i gee - the time of the establishimenpt-ofthis-restationnav- continte-to-beused-

pertnentiy.

4 : Handbook PO-101, August-2004May 201 1
: Updated With Postak BuHetin-Revisions—Fhrongh Aiaust 22007



SpeciabConsiderabions -~ . . __ 67 Special Circumstances Postal
Service-Operated Retail Facility Discontinuance Guide

- —fomprrarsrmboruid-Fotters—Namberad-etier desighations-for-branehes-and-ehass 5 ; AOLSIgRF-
focationr=uch a~ Station % o Branch- <4 mav-be used-or xrgwﬂed«mmexeeew—»eaf—%&edwmmﬂms-bew&
Pevotd-b vear onbe-by weitten approvalb ol the-vice pre~ident —\rea-Operations:

e Fotctlitten Nettoed for bilivicdiis. A Postal Service faciity may be named-oran-individualonbwith the-approvat ofthe
postiaster general aid omly i the individual hay been-deceased-tor at-least Mk vears—with the-exception ol deceased-t-S-
Prestdents of Postitiasters General, Official commitiments atnounced prior-to-theestablishmentof this resulation-wit-be
fniled. Occastonatly. € oizress honors an individudl by passing - law-naming a-Rostal-Sepvice-tacHite-after that-indisidual—
For the procedures to be followed i such cases: see odminiirerive-Sippent-Hetred-AS V-4 9-2

s ot Desigretttenes e Nbcttients Broscios - em-Eithier Meed Postal-Service Freitities—docalrequest-torachange- inthe-pame of
1 ~tatton, branch, or other named Postad Service facility muost be submitied to the vice presidentc Aret-Operations: \-request-that
resuli iront an othicial chanse m the community s name i handled i~ a change in the-name-ofa-Post Ofcetsee Pental Oporations
Mo PONIYEZS 4E2) Phe vice president. Area Operations, has authority, ~ubject tothe policies established in this-section—o-
wpweve +l other assignments and changes in desizndtions of facilities, except-for thowe diseussedis provided in POM 123.4434a-,

623 Use of Branch or Station Designation

626+ Purpose

Hhis section adidresses the contision surrounding the decision whether to designate a subordinate postal unita ~tation-or a-braseh-H is-
srbended fo detine the dsdee moan unsmbisions fashion and 4wy that drakes the distinetion between o station and & braschametuk

o ihe Posial Setvice and the mading mnduostiy

626, Definitions

o

Shafrets Brapcies, commniiie Post Odiices £ PO~ and nonClassitied Stations, Classified Branches, and non-personnel units are
Postal Service-operated subordinate units located within main Post Offices’ service areas to provide one or more services at sites more
convenient to customers. | he Postal Service detinttions of which tedqiitetients constittte @ branch and which constitie a~tatton_The
staffing of a Post Office with a Postmaster on a part-time basis or with another type of personnel does not affect that facility’s status as
a Post Oftice and does not make it a subordinate unit. The detinitions ot Classified Stations, Classified Branches, and non-personnel

units are as follows:

a.  Classified Units. Classified units are stations and branches operated by Postal Service employees in quarters owned or leased by
the Postal Service.

b.  Stations. Stations are located within the corporate limits or city carrier delivery area of the city or town in which the main Post
Office is located.

c. Branches. Branches are located outside the corporate limits or city carrier delivery area of the city or town in which the main
office is located.

d: et Postad Donts G ontract postab uis (CPUsy are stations, branches:aind companity Post Ottices (CPOs) operated-under

vorttact by persois wiio die tot Postal Service emplovees. e quariers are provided-by-the contractor: Contraets-to-operate
P provide that the contractor will transact specitied Postal Service bustiiess:

e oemtetd v Lot M ey Community Post Offices 10 POy are ¢ PES that provide ~service ir~ntll conmunitieswhere-an-
ticdependent Post Othice has been discontined. -\ CPO bears s COmMMuY-~ fathe amd A H-Codeas-part of a-recognized
ptathing wddress )

£ Nonpersonnel Units. Nonpersonnel units are small, non:staffed stations and branches that are served by a rural carrier in
quarters tvpicallv provided by a contractor. | he, in which case the contractor also furnishes custodial and security support. A
non:personnel unit provides on a self-service basis essential mail services such as the collection and delivery of mail and the
sale of stamps. Rural Non-city carriers, who are required to remain at non-personnel units for a minimum of 15 minutes each
day their routes operate, provide other services such as the sale of moiney-ordersPostal Money Orders and the acceptance and
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delivery of Certified Mail™, Insured Mail™, Registered Mail™, Delivery Confirmation—and-T™, Signature Contirmation™.
Collect on Delivery (COD-mail-services), and all other special services.

Currenth—matersare advised-that-a sttt remtieistvirali veert-tvechy-thedust-lite oftddross—Further—whem-aanit i~ designoted 4 o

branch—the-hrestch-tame-ivoticmn wyed os HrodistHne of-ackress-While-this naming precedure-has- notbeen-tirtversally apphed. ihe
Postal-Serviee-wants to take advantage ofam-rew-opportunitv-to-designate postal units-with-these auidelines i minds £ 1s ot ooy
Mmﬁﬁ{mﬁﬂ&e whm‘ew/e chettizen b the sxisting vocewds in the A MS-file- Rather. i-i5 an-instrietion-to-codelt tew factities v

s-tacitiesmorbechanued-astine and-cireamstaneespermic

txample—b—Asubordinate unit-is- located outside the corporate-limits-o£Houston~ F X Fhedastlineot the matling addres~ ded be e
cotRuRity-serred-From-thiv unit iv Howston: snd-the unit~hould be-desianated as a brerets

ExampleZ—A-subordinate unit-serves an existing communiy that-iv ineorporated into-the-city-Hiits-oF Houston- FN. The Tast e o
the-maHing-address used by the commuiity ivsomething other than Houston: FX. Fhis unit ~houkd be-designated as it ssafs e

Nete:—f. Fhe-designation is<letermined by the locution of the unitinside-oroutside the corporate-Hatits i these e xamples

63 Merging Facilities

631 Definition

The dictionary definition of merge is “to unite or combine.” In I+~ )itice discontinuance investigations, this term is often misused
and misunderstood. 1/ werers e vecity coinier Mergers give rise (o @« fosing o o ¢ omisedichatsondiscontinuance and&hould be
referred to as such. Do not use the term “merge’’ in the investigative process or in the proposal. Rather,_rather, refer 10 @ wivemtntis oo
consolidations as appropriate discontinuance. Coordinators generally define a merge in one of two ways:

a.  Two or more towns (cach with onc or more independent Post Offices) combined into a single incorporated village, town, or city
with one administrative Post Office.

b.  Two or more towns (¢cach with one or more independent Post Offices) combined by building a replacement facility (centrally
located between the existing Post Offices) that serves as the administrative Post Office for all the delivery areas involved.

632 A Hypothetical Situation
632.1 Background
632.11 General

There are two rural unincorporated communities in the same geographical area. Population growth is not great; however, the
communities are growing together. Each community has a Post Office. The Post Offices are located within a mile and a half of each
other. For simplicity, we refer to these two facilities as Post Office A and Post Office B.

632.12 Post Office A

At Post Office A:

a. The EAS:13 postmaster position is not vacant. The clerk and rural carrier are career employees.
b There are eight hours of service daily, Monday through Friday, and three hours on Saturday.

c The building is unsafe because of structural deterioration.

d.  There is a 30-day lease cancellation clause.

e There is some growth in the community.

6 Handbook PO-101, Ausust-2004Mayv 2011
Epelated W ith Postal-Batetin-Revisions—Fhrovsh-August 22002



Special-Considerations — oo - ———— 647 Special Circumstances Postal l

Service-Operated Retail Facility Discontinuance Guide

There are 350 customers: 10 general delivery, 100 Post Office box, and 240 rural route customers. l

g Postal Service revenue has increased each of the past three fiscal years. The average number of daily retail window transactions
is 48.

h.  There are two permit mailers.
i. There are eight small businesses (two are new), two churches, and one elementary school.

632.13 Post Office B |

At Post Office B:

The EASE:11 postmaster position is vacant. The OIC is non-career. No career employees are at the office. . l
There are four hours of service daily, Monday through Saturday.

The building is deteriorating and unsafe. No alternate quarters are available.

There is a 30-day lease cancellation clause. l
There is low growth in the community.

There are 30 general delivery customers.

Postal Service revenue has declined each of the past three fiscal years. The average number of daily retail window transactions
is1l.

h.  There are no permit mailers or postage meter customers.

© ™o a6 o p

i. There are two businesses and one church in the community.

6322 Suggested Plan of Action

63221 Post Office A

Move the Post Office to adequate quarters. The Ji~trict manager. ¢ ustomer Service and-Sales.District Manager does not require
approval from the vice pre~identVice President, Delivery and RetailPost Office Operations, to move Postal Service operations from an

unsuitable building to a suitable building in a geographical area where customers would have no change in service, address, or ZIP
Code. However, the regulations in Title 39, Code of Federal Regulations, section 241.4, Expansion, Relocation, Construction of New
Post Offices, must be followed, and a customer who disagrees with a local decision may appeal to the vice-presidentVice President, |
Facilities. Explain to customers that the Post Office is not closing but moving to other suitable quarters within the community. Present
the positive aspects of the move to the customers. Advise the customers that consideration is being given to serving Post Office B
customers from the same facility; and-in such an event, the Post Office name may change to identify both communities. If it seems
desirable to clesediscontinue Post Office B, the best location for Post Office A is midway between the two Post Offices. Make sure
that the new quarters can accommodate the workload of both Post ()iticeOffices’ operations. If suitable alternate quarters are not
available and a new facility is constructed, the site plans. and funding must be available and approved before any proposal can be
presented to the customers. Do not proceed on promises or conjecture.

632.22 Post Office B

After Post Office A is moved, propose to «lo~ediscontinue Post Office B. Use as a justification the deterioration of the building
(supported by photographs and safety reports), the lack of suitable alternate quarters in the community, and the decline in service
needs. Propose Post Office hov- Box and general delivery: at Post Office A and extension of rural delivery from Post Office A. |
Propose a name change for Post Office A to identify both communities A and B. Focus on the positive aspects and service

improvements of the change.

632.23 Post Office Name Change

Examples of Post Office names for this hypothetical situation are shown below. (Consult your local address-tnanagementAddress
Management unit for name change requirements.)

a. A & B Post Office.
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b. A Post Office Serving B.

632.24 Headquarters Review

When making a proposal similar to this hypothetical situation, remember the following:

a.  The Post Office A move to suitable alternate quarters must be complete or, in the case of new construction, a target date set
before sending the proposal to lo~e discontinue Post Office B to Headquarters. The final determination to «le~ediscontinue
Post Office B is decided, among other justifications, based on the definite availability of suitable quarters.

b- Drecistons fo discontitie o Post OFice are made on o CaneDvcdae Basis:

h. ___ Adequate justification for discontinuance must be clearly stated and documented in the official record.

64 ZIP Code Elimination

641 General

The ZIP Code for each address formerly served by the discontinued Post Office ordinarily is the ZIP Code of the discontinued Post
Office.

642 Post Oftice Closing
642 Discontinuance
642.1 Community Place Name

In a Post Office « n~mzdiscontinuance, it is customary to retain the community place name and ZIP Code of the discontinued facility.
A ode chimation iy e approved mappropiiate ircaiistaices by the vice president-Area Operitions. Mever wdvise d
somriny that Hie 2 Code wail be ehinmnated betote recerving writien permission from the vice president. Area Operations:[fit s
determined as necessary 1o eliminate the ZIP Code of the Post Office proposed for discontinuance, the District Manager must submit a
request and justitication to the Vice President, Area Operations, tor approvil.

04211 Request for ZIP Code Elimination

The histoct manaser Customer Service and Sales, must prihe + witten reguest with-justitieation District Manager must receive
approval before telling customers that their ZIP Code will change and before the 60-day proposal is posted. The request must include,

at a minimum, the number of deliveries affected and the number of unused ZIP Codes remaining in the three- digit ZIP Code area.
M pegtiesiy bt vive president. Ares Operations see uinbie 642 2-0or a-ample-detterrequesting-ZH-Code elinisation:

423 Justification for ZIP Code lliminution

A ewe prstiticatton for ZHP Code elimination should be based on operational requirements.

042.2 Conversion or Consolidation

When a Post Office is converted into a Classified Station or Classified Branch. or when a Postal Service-operated retail tacility is
consalidated by conversion into a contractor-operated retail tacility, the ZIP Code remains the same as the original facility. The Vice
President. Arca Operations. must approve name and ZIP Code elimination for contractor-operated retail facilities, Classified Stations.
and Classitied Branches.
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642.3 Post Office Box Range

If the Po~t-tticeretail facility being discontinued has Post Office hoxesBoxes, give consideration to the Post Office box-Box number

range. Duplicate Post Office boxBox number ranges within the same fisance numberpreferred last line (City, State) create problems
for mail distribution and ZIP Code assignment. Renumbering Post Office hoxe~Boxes to eliminate address duplications should be

done at the time of the Po~t Ottice discontinuance.

642.4 Minimizing Address Changes for Customers
It mav be necessary to cvaluate the teasibility of moving Post Office Boxes to a neighboring office to minimize any customer address

or ZIP Code changes. Work with district Marketing and Deliverv to determine the most appropriate alternate delivery service that has
the least impact on customers. This option is not recommended for customers who are receiving free Post Office Box service because

they are not eligible for carrier delivery. In these instances, it is recommended that carrier delivery options including roadside boxes,

cluster box units, and/or non-personnel units be pursued before evaluating movement of Post Office Box sections.

642.5 Rural and Highway-Contract Deliverv Route Numbers and Box Ranges

Rural route or highway contract route numbers should not be duplicated within a finance number for pay purposes. Rural route or
highway contract route box numbers may not be duplicated within a route. Renumbering routes and boxes should be done at the time
of the P'o~t Oiftice discontinuance.

642.6 Customer Notification

Customers should be notified of plans to change Post Office i»\Box numbers and the ZIP Code before the 60-day proposal posting_
under 33. If the address change increases Post Office i\ Box fees for any customers, specific Post Office hosBox fee information
should also be clearly communicated to customers before posting. This applies even when delivery is available and Post Office

b Box service at a neighboring facility is a customer option.

643 Post Otfice-Consolidation

643.1 Community Place Name and ZIP Code

When a conmuniiy Post Oice o PO contractor-operated retail facility is established in lieu of a Postal Service-operated retail
facility, it is customary to retain the community place name and ZIP Code of the discontinued Post Olice ¢ onsult YOUE vige
prostdent. Vied Opetabions, regdrding name and Z 1P Code chmmation tor Communiy Post OFlices, ~sttions and branchesretail

tacility. Changes in name and ZIP codes require the approval of the Vice President, Area Operations.

643.2 Customer Notification

The first notice to customers that consideration is being given to consolidating tive Pt Olticea Postal Service-operated retail facility
and establishing a commumity Post Otlice 1€ PO contractor-operated retail facility should state clearly that customer addresses will not

change (except as noted 1 part Post Office ¢ losineapproved in accordance with 642).

644 Official Record Documentation

644.1 Post Office ClosinegDiscontinuance

The official record must include theany letter authorizing or denying ZIP Code elimination (see ~ection~=232.2233 and Reguesttor
AR Code Fhnnnation642.11).
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644.2 Post Office Consolidation

The official record must include theany letter authorizing or denying ZIP Code elimination (see seetions—2322233 and Redue~t for
HP-CodeElimination642.11).
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H—General

Athoughrtherough-investigation and customer participation-are encouraged-in-the-discontintanes vt a
ehassiied tation: branch: oF ¢ community- Post Office tEROI-the formal-processtoHowed-in-the
discontinanee ofindependent-Post Offices ix not required—Howe ver-fequests—or diseontingatice of
ehassHied-~tations. branches. or CROS st be- ~tibitttecHn-weiting-to-the-vieepresident- Deliver-and
Retatl for approvak v change trom a classitied station veclassitied branch to-a-honpersonnel unit or
CONIACE Postal it (6P s considered a discontinuanee-and-must-besubmitted-for-approvak

24 : Distriet-Muanangers Customer-Serviee-and-Sules
Fhe-disttict manager. Customer Service amd Sales. is responsible for submitting all requests to discontine
achivsied station. chassitied branch: or comtractoroperited € RO to-Headguirters- Requeststos
discontintianee st be accompanied by enonzh ntormation-lo document the request: Clearly-detine the
Fesons atid justilication tor the discontintance Eyvaititie amd address the eftect on emplosees aind
ctistormers. Develop a questiomnaire and send s to castomiers for additional-information and comments or
conduct 4 community meeting. A classitied station. braneh. or CPO discontinuance checklist must
AECOIMPARY it regest tor discontintunce. See-badnbit 72 H-tor a sample discontinuance cheeklist. -\ fter
Headguirters-approvidl is receiveds noty appropeiate Postal Service-otlicialrand altected-customers of the

discontinuance.
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7  Best Practices in Discontinuance
Process

71 Best Practices by Step in the Process

-1 Suspensions

Ihe following must be accomplished:

a. Provide sutficient valid reason to suspend.

Provide sutficient documentation justitvine suspension.

For Post Oifices, involve postmaster oreanizations.

b

c

d. Notify_and adequately explain reason for suspension to customers.
e

[dentity_most likelv recommended permanent service as temporary alternate service,

through the Vice President, Delivery and RetailPost Office QOperations, within
90_days after the suspension occurs.)

221 Conduct timely investigations and follow-up. (A plan of action should be sent to the Headquarters
Review Coordinator th

Phe vice presdent. Delivery and Retnl must approve or disapprove the propesed discontingance  No tinid

it i proposed e Coittance may be ke withom the vice president’ s approval,

F3—Nathe-Chanues

M dhscontinuance of o Chasseited statton, chasstied branch: of CRO-volves ¢ name vhanue. widhe @
wrttiett tequiest io Addiess Matiasemient ab Heddyuistters: Wdit for d-wiitie i fesponse-betore contiie the

Acenimtioe process Saoee roopy of e ndimie chianee seduest aid Address Managzenent approval o

Hevee presidents Defiveryand Retnlowih ihe wimien request tor oticial discontintiance. See ~ubchapler

Dot e mioiaiien on Postal Service oy nine Chteres g, Conduct and document a search for
sutable alternate gu crs, 1t applicable,
h, &_L';m(_lucl;u_l_cj_gl,(_)_qumquj,g,lc;grgh tor qualitied personnel. it applicable.
-2 Initial Investigation

he tollowing must be accomplished:
A The District Manager or the Vice President. Delivery and Post Office Operations, must give
authorization o study,

b. Adequately investigate alternate services.

c. Conduct and document search for suitable alternate guarters, if applicable.

c. Provide sutticient reason or documentation to support discontinuance.

13 Questionnaires

The_tollowing must be accomplished:

a. Provide reason tor discontinuance or recommended alternate service in cover letter.
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b. Provide address for customer to send written comments in cover letter.

d. Send surveys in a timelv manner.

e.  Thoroughly complete analysis. (Customer concerns should be listed and paraphrased, with the
number of customers expressing each concern and the Postal Service response. Concerns should be
classified as postal or non-postal.)

f. Adequately research and address customer comments. A response should be sent to each customer
who submits a questionnaire, and the response should address specific customer concerns.

714 Community Meetings

[he following must be accomplished:

a. Use the community meeting in all discontinuance actions except as otherwise indicated bv the Vice
President, Delivery and Post Office Qperations, or the Vice President, Area Operations.

b. Conduct ineetings in a timelv manner,

¢ Select time and site to encourage customer participation,

d. Give adequate notice to customers.

e. [horoughly record documentation and analvsis of meeting.

t Present a tull range of alternate service options, together with advantages and disadvantages.

715 Proposal

Do the tollowing;

a Clearly state reason for discontinuance in Section | of the proposal.

b, Document the record to support the proposal.

C. Adeguately answer customer concerns from questionnaires and community meetings.

d. __Verify existence of any interested offerors when a contractor-operated retail facility is recommended.

C. Obtain prior authorization trom the Vice President, Area Operations, betore proposing ZIP Code
climination,

t____Include information in the record about petitions and Coneressional inquiries.

U, Lixplain eftect on all emplovees, includine those with non-career status.

h, Post proposal and invitation for comments concurrently in all affected facilities. includine the facilitv
under study (it not suspended), the proposed supervising facility, and the facilities most likelv to
serve a significant number of the delivery or retail customers of the facility under studv.

i, Post proposal and invitation for comments together tor at least 60 days {always begin the count at
day zero).

1. Round-date-stamp proposal and invitation for comments on date of posting and date of removal.

k. Make sure information in the proposal is consistent with PS Form 4920.

l. Make comment forms and copies of proposal available for customers.

m. ___ Make otficial record available at all affected retail facilities.

n. Thoroughly record analysis of comments.

0. Respond to customer comments.

p. Write or prepare revised proposal with information from proposal posting, customer comments on
proposal, the community meeting dates, and customer comments submitted at the communitv
meeting.
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q. Accuratelv state the number of businesses in the community (need to include small and in-home

businesses operated from rural residences).

L. Check with Facility Service Office (FSO) on historical value of building owned or leased bv the
Postal Service.

716 Official Record
The following must be accomplished:

b. Inconsistencies, contradictions. and anomalies must be clarified in the record by a memorandum to
the record.

List docket and item numbers on ecach document.

Enter documents in chronological order.

Complete or review index for consistencyv with the entries.

m e a0

Include legible photocopies or both sides of two-sided documents.

Provide current and complete PS Form 4920.

j Update documentation. (Example: The description of community omits or miscounts significant
local establishments, such as schools, businesses, and churches, or the analysis of community postal
needs omits or miscounts bulk mailing permits.)

-
b

k. Certilv record.
L. District Manager must make transmittal to Headquarters,
beokPOHH-—ugust 2004

=
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Appendix A

Glossary of Terms

Administrative Office

Affirmed

Appeal

Classified Branch

Classified Station

Closing

Cluster Box Unit (CBU)

Community

A Post Office that has administrative control or responsibility of a contraet postal unitcontractor-
operated retail facility or classitied ~tationClassified Station or beanehBranch.

An appeal decision in which the Postal RatcRegulatory Commission (PRC) agrees with and approves
the Postal Service decision to discontinue. Fhe-PRE - tinalorderand-opinion-mustbe posted for 3k

¢ I‘d}'*r

After a final determination is posted, an-actiona request for review of the final determination that is
filed by anvone-opposinea elosing orcoolidation-deeision-persons served by the facility being
discontinued. The appeal must be filed with the Postal RateRegulatory Commission in Washington,
DC, within 30 days of the posting of the final determination. The commissionCommission then has up
to 120 days in which to consider the appeal and issue its-opinion-a decision,

A unitretail facility that is operated by Postal Service personnel--operated and is under the

administration of an independent Post Office. A branch is located outside the corporate limits or ity

carricr delivery area of the city or town in which the main Post Office is located. The branch name is
generally used in the last line of the address.

A unitretail facility that is operated by Postal Service personnel -operated and is under the

administration of an independent Post Office. A station is located within the corporate limits or city

carrier delivery area of the city or town in which the main Post Office is located. The name of the
station is generally not used as the city name in the last line of the address.

An action in which Post Office operations are permanently discontinued without providing a
replacement facility in the community. Replacement services are provided by a neighboring Post
Office, hizhway contract routedelivery service, rural delivery, or city delivery.

A secure free-standing unit of individually locked mail compartments that-«re-installed and maintained
by the Postal Service at no cost to the customer. These units are placed on the public right of way or
other locations adjacent to the existing Post Office carrier’s line-_of- travel. Parcel lockers may also be
installed for customer convenience.

A general term that denotes a group of individuals, with commmentcommon interests, living in a
particular area. These common interests may arise from social, business, religious, governmental,
scholastic, or recreational associations and may involve consideration of shared institutions, traditions,

2011
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and public services that help bind the people of the community together. Institutions, services, and
associations do not always have clear centers or geographic boundaries. A community, therefore, is not
necessarily formally organized or confined within corporate limits.

Conrnunity Post

OHice (CPO)
Coitiaci tesiaf s estrabiv docated i i b rovak comititiesthit provide service where a-Posial
Service baciiy s e discopiimied oF otherwise considered-impractivak -\ ¢ Pe-cencrath-ratats-
Pre patie of the Post Oitiee. PO s operdted g Postab-Scepvice-trathed contracior whoreportrto-

P sedirHES it ive Post O3 e,

Consolidation
An action that converts a Postal Service facility into a contracted € PO, classitied ~tativh. contract
sttt o Sainct Fhe ¢ PO CONRactor. ~tativh imatger—or-branch-ntnavcr-operated retail facility.
T'he contractor reports to an administrative office.

Contract BranchDelivery Service

(CDS)

Vvenieact posiat oot e0 Pyt operates under the-aditipistiation of in imdeperident Post Otice, $he
1 |

Paiee oo e veanch s menet il ueed nnihe fast Bine of the-addiess:

Contract Postal

Lang o L)
A contract delivery route that provides mail transportation between Post Otfices, or other designated
points, where mail is received or dispatched. Box delivery, collection service, and other mail services

may_also be provided on these routes,

Contractor-Operated Retail Facility

A facility that provides selected postal retail services to the public according to a contract with the
Postal Service. it i~ sindet ihe paisciction of the adimiistrative Post Otice +Fanetbook AS-TO7-1

Contraviins foa v ombract Postal s,

Contraet Strtion
Vovesin st e it o6 P iR vperades sider the adimninistration ol an tidependent Post tittice. Fhie
b g e i ecnebadiy sk ised s The City idimes it e fast bine o the addiess
Discontinuance

An action in which +an_independent Post Office, classified-station-branchClassified Station, or
conitre oty Post OiceClassified Branch is permanently closed or consolidated.

Docket Number
A number assigned to the proposal that is the ZIP Code of the office proposed for
cisiuediscontinuance or consolidation. The docket number must be on the top right corner of each
page in the official record. '

Duplicate Deliversy
\ stabier vl o costomier Feceives thore than oie-type-ofdelivery servive: te.u. CUstotier
reveives dettvers by both rorai delivery and o Post Offiee-boy:)

Kavanatine Office
A-Post Otiee trom-whrich-a-rueal Foute- highwar-contract FotHe-Carrierorisiles

Handbook PO-101, Awguse2004-- ———May
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Glossary of Terms

Emergency Suspension

Final Determination

Government Relations and
Public Policy

Highway Contract
Route (HCR)

Appendix-\Postal Service-Operated Retail Facilities Discontinuance Guide

An action in which a Ji~trict manager—CustomerServiceand-Sales:District Manager suspends
operations of any Pu~t6ticeUSPS-operated retail faclllty in lus/her Junsdlctlon because an emergency
or other condition requires such action. ireustane s v-d-~tpeRstor-thelade -buture-
e Hattted-toa-naturak cHsaster- the- (eH}HHd&M«*&-d—M}—MheMMefﬁmﬂe& HFE-HOE
avetlable. the lack of gulitied personiel lo-operate-the-officersevere-health orsatety-hasurd-in-the-
work environiment. ~evere damise to or destruction-ofthe-offiees and the-hck-of adequate-medsures to-

~ateatdrd the oflice of 1S revenues.

A written decision that comes tremmapproved by the vicepresidentVice President, Delivery and
RetatiPost Office Operations, to discontinue «an independent Post Office, Classified Station. or
Classificd Branch. The final determination is based on information in the official record: and must be

publicly posted for at least 30 days.

The Postal Service organizational unit at Headquarters that investigates and responds to congressional
inquiries.

\ highway contract route that provides mui truasportation betweenlndependent Post Offices. or other designnted poinis.
where muil is receiy ed or dispiched. Boy delivery, collection service. and other muil services mny wlvo be provided on these

ol bes,

Incorporated C ommunity

Intermedute Office

Nonpersonnel Rural
Unit (NPU)

Official Record

N vonmnuniy tat bas some fepe o locat governiment:

A PostOtice where o tutinl Cairier-hishway comtract carrier stops i distribute mail. e emanating

ollice has adninistrative tesponsibility for the route:

An organizational entity subordinate to a district with responsibility for customer services. local
delivery, the receipt and dispatch of all classes of mail, and in some instances, processine and
distribution of mail for other Post Offices in the surrounding eeographic area.

A self-service unit that provides essential mail services, such as the collection and delivery of ordinary
mail and sale of stamps. Services wuch asmay include the sale of money ordersPostal Money Orders
and the acceptance and delivery of Certified: insured Mail, Insurance, Registered Mail, Collect on
Delivery (COD), Delivery Confirmation, Signature Confirmation, and ¢ mailother special services.
These services are provided to customers of non-personnel units by ruralnon-city carriers at-the-
timewhen they ~ervice their visit the units. Carriers are required to remain at the unit a minimum of 15
minutes each day their routes are scheduled to operate, to afford customers the services not otherwise
available from the unit.

A chronological file of all information that the district-manager-Custoniess Sales:District
Manager considers in relation to the proposed discontinuance of a Po~t Ofticeretail facility. No
information or views submitted by customers may be excluded, whether or not it tends to support the

proposal.

Handbook PO-101, August-2004May 2011 3
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Appendix A

Parcel Locker
A compartment in or near a cluster box unit (CBU) that is used for the delivery of packages. large

articles, or accumulated vacation hold mail too large to fit in a mail receptacle. The carrier provides a
key for the customer at the time of delivery. The key is typically retained in the parcel locker upon
recetpiretrieval of the mail. This eliminates the need for customers to pick up take delivery of their
mail at-the Post Oftice:

Post Offiee-Move
\ total Post Ottice operation that moves locally trom-one buthling to anothes torthe puipesc o By

redifed—Hi—tction-iv hot consideredby visiting a elosinuand authorization-is Bob Fegiiied o o
viee presidetts Deliverv-and- RetailUSPS-operated retail facility.

Postal RateRegulatorv Commission
(PRC)
: An independent government .t wani/ationagency to which appeals o+ of Post Office discontinuance
final determinations are sent. The iRt PRC's address is k33311 Sureet90] New York Ave, NW, Suite
00200, Washington, DC 20268-0001. An opinion by the PRC is rendered within 120 days of the
appeal.

Breproposal
Postal Service-Operated Retail Facility
An independent Post Otfice, Classified Station, or Classified Branch operated by the Postal Service,

Pre-Proposal Investigation

An initial review of the I’~t Ottive und retail facility and the community — along with questionnaires.
community meetings, and other activities — that is conducted before the discontinuance proposal is
written.

Proposal
A document that explains — both to higher Postal Service managers and to all persons served by the
affected I'ost Otticesretail facilities — the nature and justification of the proposed change in service.
The written proposal must address each of the following matters in separate sections: a.
Responsiveness to Community Postal Service Needs, b. Effect on Community, c. Effect on Employees,
d. Economic Savings, e. Other Factors, f. Summary, and g. Notice.

Remanded
An appeal decision from the Postal KateRegulatory Commission that does not agree with the Postal
~eitviveService's decision or process to discontinue a Rost OfticePostal Service-operated retail facilin
and that returns the matter to the Postal Service for further action.

Revised Proposal
A document that includes information relative to the original proposal to discontinue a I+
Officeretail facility, customer comments to the proposal with appropriate Postal Service responses, and
any new information not included in the original proposal. A significant change to the original
proposal requires reposting the proposal. The format is the same as that for the proposal.

Suitable Alternate

Quarters

4 Handbook PO-101, Ausust2004——— --Mav
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Glossary of Terms Appendix-APostal Service-Operated Retail Facilities Discontinuance Guide

An available facility that meets the specific requirements of the Postal Service in order to continue
Postal Service operations in a community. Criteria for an-independent-Post-OtHieea Postal Service-
operated retail facility vary from those of a contract-postal-unitcontractor-operated retail facility.

Uuineorporated
Community
A-commutitv-that-does-not-have-anyv- type of loend government:

Handbook PO-101, Ausust2004May 2011
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References

Administrative Support Manual

412 — Military Post Offices, Establishment and Discontinuance

518.2 — Facility Planning, Community Contact

319.224 — Design and Construction, Plagues Honoring an Individual

Domestic Mail Manual

508.4 — Recipient Services, Post Office Box Service

Emplovee and Labor Relations Manual
354 — Assignment of Unassigned Employees
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Postal Operations Manual
123 — Post Offices, Stations. Branches. Contract Postal Units, and Nonpersonnel Units

Handbook AS-353. Guide to Privacy, the Freedom of Intormation Act, and Records Management

United States Code
Title 39 USC 404 (d)

Handbook PO-101, August 2004
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Postal Service-Operated Retail Facilities Discontinuance Guide
Handbook PO-101 May 2011

G.

Transmittal Letter

Intreduction. Handbook PO 101, Postal Service-Operated Retail Facilities Discontinuance Guide, serves as a tool
for providing district Discontinuance Coordinators information on policies and procedures affecting investigation of
the possible discontinuance of Postal Service-operated retail facilities. Through adherence to this handbook, the
Postal Service™ will assess the viability of and customer access to retail facilities, ensuring that the Postal Service
continues to provide cost effective universal service to all Americans.

Explanatioen. This handbook outlines the procedures applicable to the discontinuance process and emphasizes customer
participation in such investigations. No change in law or Postal Service policy governing discontinuance of Post Offices
has occurred, except that, as policy decision, the Postal Service now applies the notice and comment procedures for Post
Office discontinuance investigations also to discontinuance of Classified Stations and Classified Branches. The purpose of
this handbook is neither to encourage nor discourage discontinuance, but simply to explain how best field personnel
can undertake the investigative process.

Distribution. This handbook is distributed to all appropriate Headquarters, area, district and local employees who are
involved in the discontinuance process.

®  Online. Handbook PO-101 is available on the Postal Service Intranet on the PolicyNet Web site at
hip: blue usps. gov cpim (click on HBKs).

®  Additional Copies. You may order printed copies from the Material Distribution Center (MDC) using the touch
tone order entry (TTOE) system. Call 800-332-0317, option 2.

Note: You must be registered to use TTOE. To register. call 800-332-0317, option 1, extension 2925, and
follow the prompts to leave a message. Then, wait 48 hours after registering before you place your first order.

Revisions. We will issue any new or revised policies or procedures through Postal Bulletin articles.

Rescissions. Any previous applicable directive that is in conflict with this handbook is rescinded. The previous issue
of Handbook PO-101 is obsolete.

Comments. Submit comments and guestions about the content of this handbook in writing to:

MANAGER

CUSTOMER SERVICE OPERATIONS
DELIVERY AND POST OFFICE OPERATIONS
US POSTAL SERVICE

475 L'ENFANT PLAZA SW ROOM 6800
WASHINGTON DC 20260-6800

Effective Date. This handbook is effective upon receipt.

{nsert Signature

Dean J Granholm
Vice President
Delivery and Post Office Operations
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1 Introduction

11  Overview

1 Purpose

This handbook is designed to assist field personnel in undertaking a feasibility study, an investigation that may lead to the
discontinuance of a Postal Service-operated retail facility that could be a Post Office™, Classified Station, or Classified Branch.

112 Scope

12.1 General

These guidelines apply to the Postal Service’s consideration of whether an existing USPS-operated Post Office, Classified Station. or
Classified Branch should be discontinued. This includes any study, proposal, or final determination to:

* replace a Postal Service-operated retail facility with a contractor-operated retail facility;
® combine one or more Postal Service-operated retail facilities; or
* discontinue a Postal Service-operated retail facility without providing a replacement facility.

The conversion of a Post Office into, or the replacement of a Post Office with, a Classified Station or Classified Branch is not a
discontinuance action subject to this Handbook. A change in the management of a Post Office such that it is staffed only part-time by
a postmaster, or not staffed at all by a postmaster but instead by another type of USPS employee, is not a discontinuance action subject

to this section.

112.2 References

See appendix B for a list of references on the discontinuance process. This list is a guide to further resources.

12 Federal Law Regarding Post Office Discontinuances

121 Independent Post Offices

Under Title 39, United States Code, Section 404(d), any decision to close or consolidate a Post Office must be based on certain
criteria. These include the effect on the community served; the effect on employees of the Post Office; compliance with government
policy established by law that the Postal Service™ must provide a maximum degree of effective and regular postal services to rural
areas, communities, and small towns where Post Offices are not self-sustaining; the economic savings to the Postal Service; and any
other factors the Postal Service determines necessary. By means of a 1998 amendment, the Postal Service may not consider

Handbook PO-101, May 2011 1
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Occupational Safety and Health Administration (OSHA) compliance when deciding whether to close a Post Office. In addition,
certain procedures apply to discontinuance actions: :

a.  The public must be given notice of the Postal Service’s intention to close or consolidate a Post Office at least 60 days prior to
the proposed effective date of the closure or consolidation, to enable the persons served by a Post Office to evaluate the
proposal and provide comments. As a matter of policy, the Postal Service extends this requirement to discontinuance actions of
USPS-operated Classified Stations and Classified Branches.

b.  The final determination to close or consolidate a Post Office must be made in writing and must include findings covering all the
required considerations after public comments are received and taken into account. As a matter of policy, the Postal Service
extends this requirement to discontinuance actions of USPS-operated Classified Stations and Classified Branches.

c.  The written determination must be made available to the customers served by the office at least 60 days before the
discontinuance takes effect. As a matter of policy, the Postal Service extends this requirement to discontinuance actions of
USPS-operated Classified Stations and Classified Branches.

d.  Any customer served by an affected Post Office may appeal the decision to the Postal Regulatory Commission (PRC) within the
first 30 days after the written determination is made available.

e. The PRC may either affirm the determination of the Postal Service or return the matter for further consideration, but may not
modify the determination.

f. The PRC is required by title 39, United States Code, section 404(d)(5) to resolve the appeal no later than 120 days after
receiving the appeal.

122 Classified Stations and Branches

As a matter of policy, the Postal Service applies certain provisions of this Handbook to discontinuance actions associated with USPS-
operated Classified Stations and Classified Branches.

13 Responsibilities

131 Vice President, Delivery and Post Office Operations

The Vice President, Delivery and Post Office Operations (or designee), makes final determinations to discontinue independent Post
Offices, Classified Stations, and Classified Branches. In addition, the Vice President, Delivery and Post Office Operations, may
provide authorization to study a retail facility for possible discontinuance.

132 District Manager

The District Manager is responsible for overseeing the Post Office discontinuance feasibility studies within a district and provides
approval before any such studies are initiated, unless approval has already been furnished by the Vice President, Delivery and Post
Office Operations. Upon approval to study a Post Office, Classified Station, or Classified Branch for possible discontinuance, the
District Manager may establish a District Review Team.

The District Manager must ensure that the Vice President, Area Operations, is notified of all discontinuance actions involving a Post
Office, Classified Station, or Classified Branch.

In addition, the District Manager is responsible for reviewing the results of the feasibility study prior to providing
approval/disapproval to post a formal proposal. Finally, the District Manager reviews the revised proposal for accuracy and
completeness prior to its submission to the Vice President, Delivery and Post Office Operations, for review and final determination.

2 Handbook PO-101, May2011



Introduction Postal Service-Operated Retail Facilities Discontinuance Guide

133

District Review Team

If established, the District Review Team usually includes the functional organizations listed in 133.1 at the district level. Each of these
functional organizations plays a critical role in the discontinuance process. These functional organizations within the district are
responsible for the development and coordination of any data collection, communications, analysis, or other action necessary to
support a discontinuance study under their functional responsibility.

133.1

a.

b.

133.2

Designated Team Members
Facility Service Office: Facility and lease data.
Manager, Post Office Operations (MPOO): Operational data and impacts.
Manager, Operations Programs Support: Delivery data and alternate delivery options.
Manager, Finance: Development and coordination of financial data.
Postmaster (for discontinuance of Post Offices, Classified Stations, or Classified Branches): Local knowledge.

Discontinuance Coordinator: The Discontinuance Coordinator provides assistance and support to the District Review Team
throughout the discontinuance process. The Discontinuance Coordinator is responsible for thoroughly reviewing official
records and certifying their accuracy and compliance with federal law, Postal Service policy, and the instructions in this
handbook.

Manager, Marketing: Responsible for customer data and coordination of community meetings, retail and expanded access,
permit mailers and data related to permit mailing options; responsible for coordinating and responding to all customer
inquiries and concerns.

Corporate Communications: Responsible for communication to media and employees.
Human Resources: Labor issues and communications to employee and management organizations.

Government Relations at Postal Headquarters and District Congressional liaison contact: Congressional, state, and local
government involvement.

Discontinuance Coordinator

Discontinuance Coordinator has administrative and coordination responsibilities for the discontinuance activities, including:

Coordinating and analyzing data collected to investigate possible discontinuance with appropriate district stakeholders.
Making recommendations to the District Manager based on analytical results.

Compiling the official record of documentation.

Ensuring that the discontinuance investigation complies with federal law, Postal Service policy, and the instructions set forth

in this handbook.

Ensuring process steps are completed timely.
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2 Feasibility Study

21 Decision to Study

211 Authorization

The first step in investigating possible discontinuance is an official decision to undertake a study. No feasibility study may begin
without authorization by the District Manager or the Vice President, Delivery and Post Office Operations. The authorization must be
documented and included in the official record.

Begin compilation of the official record as soon as a decision is made to initiate a discontinuance study.

212 Circumstances Prompting Decision to Study

212.1 Postmaster or Other Responsible Personnel Vacancy

A vacancy in the position of postmaster or that of other responsible personnel may lead to a decision to conduct a study.

212.2 Emergency Suspensioﬁ

The cancellation of a lease or rental agreement when no suitable alternate quarters are available in the community, a fire or other
natural disaster, severe health or safety hazards, a challenge to the sanctity of the mail, or similar reasons may lead to a decision to
study (see 611).

2123  Office Workload

Earned workload below the minimum established level for the lowest non-bargaining Executive and Administrative Schedule (EAS)
employee grade may lead to a decision to study.

2124 Insufficient Customer Demand

Insufficient customer demand, evidenced by declining or low volume, revenue, revenue units, local business activity, or local
population trends, may lead to a decision to study.

2125 Reasonable Alternate Access

The availability of reasonable alternate access to postal services for local customers may lead to a decision to study.

212.6 Special Circumstances

Special circumstances — such as the incorporation of two communities into one — may also warrant a decision to study. See chapter
6 or contact the Headquarters Review Coordinator for assistance.

213 Circumstances Insufficient to Justify a Discontinuance Study
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In the absence of the factors identified in 212, the following do not constitute circumstances that justify initiation of a discontinuance
study.

213.1 Building Modifications for the Handicapped

Any claim that the continued operation of a building without modification that facilitates access by handicapped persons warrants
discontinuance is inconsistent with the Architectural Barriers Act (42 USC 4151 et seq.) and serves only to show that necessary
modifications must be made that satisfy those requirements, or that a waiver must be received. As such, any claim of noncompliance
does not, in and of itself, constitute justification to discontinue a retail facility.

2132 Restroom Facilities

The absence of running water or restroom facilities may be considered in conjunction with other factors in the feasibility study.
However, the absence of such facilities does not, in and of itself, constitute justification to discontinue a retail facility.

2133 OSHA Requirements

The Postal Service may not consider comphance with Occupatlonal Safety and Health Act of 1970 (29 USC 651 et seq.) in making a
discontinuance determination.

2134 Deficit

The Postal Service is precluded as a matter of law from discontinuing a small Post Office solely for operating at a deficit.

214 Time Frame for Plan of Action Decision (Emergency Suspension)

Within 90 days of an emergency suspension, a decision should be made to secure alternate quarters, take other necessary corrective
action, or initiate a feasibility study.

22  Pre-proposal Investigation

221 Notifying Customers

After the authorization to study is approved by the District Manager or the Vice President, Delivery and Post Office Operations,
responsible field personnel begin to distribute initial communications to employees, customers, and other stakeholders.

222 Initiating the Study
Responsible field personnel begin preparations for a feasibility study upon receiving authorization from the Vice President, Delivery
and Post Office Operations or the District Manager. The Discontinuance Coordinator should coordinate the following activities:
a. The Manager, Consumer & Industry Contact (Dist), confirms the P.O. Box address at which the district receives customer
questionnaire responses, written comments and other customer or stakeholder input.

b. The Discontinuance Coordinator obtains a list of affected delivery addresses for the studied retail facility from the district
Address Management System manager. The Discontinuance Coordinator also prepares customer notifications to each
affected delivery customer (as outlined in 24).

c. The Facilities Service Office provides current lease information, copies of recent building inspections, the facility call
history, and any request to locate alternate quarters, as applicable.

d. The Postal Inspection Service provides the listing of vandalism cases reported by the IS and local law enforcement.

e. The Manager, Finance, coordinates the collection of financial data.
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f.  The Manager, Post Office Operations (MPOO), has responsibility for the completion of Form 4920, Discontinuance
Feasibility Study Survey, and Form 150, Postmaster Workload Information, or Station Manager WSC. The MPOO is
responsible for obtaining records of Form 25, Trust Fund Account, and Form 3609, Record of Permit Imprint Mailings, if
applicable. The MPOO also has responsibility for determining the employee impact.

g. The district Bulk Mail Entry Unit (BMEU) provides a listing of permit mailers from the PostalOne! system. Additionally,
the district BMEU should identify any drop shipment customers that may be impacted by discontinuance.

h.  The Manager, Operations Programs Support (MOPS), provides delivery growth rates and begins investigating alternate
delivery options, in accordance with procedures established by Headquarters.

i.  The Manager, Marketing, provides a map of the area showing the proximity of the installation under study to other
installations and to expanded access points. The Manager, Marketing, also begins investigating alternate retail options, in
accordance with procedures established by Headquarters.

223 Conducting an On-Site Investigation

The following should be performed by the Discontinuance Coordinator or by local employees acting under the direction of the

Discontinuance Coordinator:

a. Using a digital camera, photograph the interior and exterior of the retail facility. Photograph any structural defects, safety
hazards, and security deficiencies. Take careful notes on the condition of the building. If there are defects and a current
inspection is not received from the Facilities Service Office (FSO), request a building inspection from the FSO. Take or
download photographs of the community, such as views of the community facing north, south, east, and west of the installation.
Photograph or download digital photographs of any potential alternate quarters, potential contractor sites, or nonpersonnel unit
sites.

b.  Explain discontinuance regulations to the Postmaster, OIC, or other staff responsible for the affected retail facility. Explain the
discontinuance process and how to handle customer inquiries. Make it clear that no final decision has been made at this point in
the investigation.

C. Contact or visit retail establishments to determine whether potential interest exists for a contractor-operated retail facility (see
232.3).

23 Analyzing Service Alternatives

231 General

Rank possible replacement services in order of practicality, costs, and the need to maintain effective and regular service to the
community. In some cases, a combination of services may prove beneficial to customers and the Postal Service. A discontinuance or
consolidation may affect the P.O. Box fees for customers. If so, include such information in any subsequent proposal. See the
Domestic Mail Manual and Notice 123 for information on P.O. Box fees. /t is imperative that effective, regular service be maintained,
since the law requires the maintenance of a maximum degree of regular and effective service to rural areas. If an office undergoes an
emergency suspension, the temporary alternate service should be that most likely to become the permanent alternate service.

232 Types of Alternate Retail Services

232.1 Consolidation

A consolidation arises when a Postal Service-operated retail facility is replaced with a contractor-operated retail facility.
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232.2 Prohibited Locations

Contractor-operated retail facilities may not be located in or directly connected to a room in which intoxicating beverages are sold for
consumption on the premises.

2323 Contractor-Operated Retail Facility

Visit potential sites to elicit interest among qualified offerors for a contractor-operated retail facility. A contactor-operated retail
facility is usually located in an established business, such as a grocery store, and often adds to the financial base of the community.
Many types of postal services can be provided through contractor-operated facilities. Permit mailings cannot be entered via
contractor-operated facilities. Non-postal services may be made available at a contractor-operated retail facility. Hours of operation
often exceed those in a Postal Service-operated retail facility. Before proposing a contractor-operated retail facility, be sure of
interested offerors and that a reasonable offer can be expected. The economy of the area must be considered in determining a
reasonable bid. When establishing a contractor-operated retail facility, refer to the Denver Category Management Center (CMC).

233 Types of Alternate Delivery Services

233.1 Discontinuance

A discontinuance involves ending operations at an independent Post Office, Classified Station, or Classified Branch. Normally, the
ZIP Code for each address served by a discontinued retail facility is retained. A discontinuance does not require a change in ZIP Code
unless ZIP Code elimination is approved by the Vice President, Area Operations. Do not make a request for ZIP Code elimination
unless needed for logistics to provide efficient mail service. Resolve whether a ZIP Code will be eliminated before telling customers
that their ZIP Code will change and before beginning the 60-day proposal posting period.

2332 Rural and Contract Delivery Service

For rural and contract delivery service, evaluate the route workload and determine (1) whether any change in evaluation or overburden
will exist, (2) optimum mode of delivery, whether to roadside mailboxes or cluster box units (CBUs) or both, or (3) whether mail theft
or vandalism issues exist on the route. Customer addresses may change; however, the community name and ZIP Code are ordinarily
retained in the address. Customers can obtain retail services only through a rural or contract delivery service carrier. .

2333 Rural Nonpersonnel Unit

[n a nonpersonnel unit, the Postal Service leases space, offers retail services each delivery day, and may deliver to CBUs or P.O.
Boxes. The carrier brings mail to the office, distributes mail into delivery receptacles, and provides retail services for a specified time.
Retail services are available a minimum of 15 minutes each delivery day. The nonpersonnel unit provides a centralized location for
customers to meet and allows the community to retain a retail outlet. Address changes are ordinarily not required. If space is leased in
another business or in the community, this may provide customers with improved access to delivery and retail services. It is very
important to discuss this option with the carrier and other delivery personnel.

24  Customer Questionnaires

241 Purpose

Questionnaires are used to gather additional information about a community, its postal customers and their access to delivery and
retail services. This information helps the Postal Service to determine the service needs of the community. The information also helps

in assessing the most efficient and economical way to provide those services.
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242 Preparing the Questionnaire

242.1 Enclosures

242.11 Cover Letter

A cover letter must be included online or enclosed with each printed questionnaire that clearly explains the discontinuance process and
why the Postal Service is investigating the possible discontinuance of a facility. The cover letter should also notify the customer of any
possible change in delivery and retail services, and any changes to P.O. Box fees.

242.12  Questionnaire

The customer questionnaire containing the name of the affected retail facility and the customer’s address should be mailed to all P.O.
Box and carrier delivery customers of the affected facility. The mailing should include the cover letter, customer questionnaire, copy
of the Summary of Postal Service Retail Facility Change Regulations, and a pre-addressed postage paid envelope for return of the
questionnaire.

The questionnaire, customer letter, and Summary of Postal Service Retail Facility Change Regulations should be posted in the lobby
of the affected retail facility with an indication that copies are available upon request.

242.13  Preparing the Questionnaire

The cover letter and questionnaire containing the name of affected retail facility and customer’s address should be prepared to include
the date the completed questionnaire should be returned. Additional cover letters and questionnaires should be prepared with the
affected retail facility name and designated space for customer to complete their name and address.

The additional questionnaires are to be placed in the local installation for walk-in customers and for delivery customers requesting to
complete more than one questionnaire per household.

242.14  Receipt of Customer Feedback

Customers should be provided a deadline, five to seven days from the day of receipt, to enter their feedback online or return the
printed questionnaire. Customers should also be provided a phone number for the district Consumer & Industry Contact Office and the
P.O. Box address designated for discontinuance communications. Written comments may be hand-delivered to the local postmaster,
OIC, or other responsible personnel, who should forward such comments to the Manager, Consumer & Industry Contact.

The Manager, Consumer & Industry Contact, is responsible for answering customer questionnaires, as appropriate, and ensuring that
the Discontinuance Coordinator is provided copies of all customer letters and responses, which become part of the official record.
When appropriate, certain personally identifiable information, such as individual names, and residential addresses and telephone
numbers, may be redacted from the publicly accessible copy of the record. See 42 for how to handle customer comments.

243 Analyzing Customer Questionnaires

After the response deadline expires, the Discontinuance Coordinator timely prepares a questionnaire analysis. Maintain copies of
returned questionnaires and response letters for inclusion in the official record, including those submitted after the deadline. (Written
customer comments submitted at any time, and responses, should always become part of the official record.)
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244 Management’s Recommendation

244.1 District Review

The Discontinuance Coordinator must thoroughly review the official record to ensure compliance with federal law, Postal Service
policy, and the instructions in this handbook.

When the initial investigative data are compiled and analyzed along with the customer questionnaire results, the MPOO makes a
recommendation to the District Manager whether to pursue the discontinuance and, if so, the preferred alternate service. The
justification for discontinuance must be documented in the record.

2442 Headquarters Preliminary Review

After the initial review and the MPOO’s recommendation to proceed with study, the Headquarters Review Coordinator reviews the
information in the record to ensure that appropriate justification and documentation are in accordance with federal law and Postal
Service policy. If there are no issues or problems, the district Discontinuance Coordinator will be notified to proceed with the
feasibility study.

244.3 Justification for Discontinuance

The justifications for proceeding with a discontinuance must relate to the criteria in 321.

244.4 Decision to Post Proposal

After the Headquarters Review Coordinator confirms that the review complies with federal law and Postal Service policy, a formal
proposal to discontinue the facility is prepared and forwarded to the District Manager for review and concurrence before it is posted.
See chapter 3 for further information on the proposal.

25  Community Meeting

251 General

A community meeting can be held anytime prior to the Final Determination unless otherwise authorized by the Vice President, Area
Operations, or the Vice President, Delivery and Post Office Operations.

At the community meeting, customers should be provided with an explanation for the proposed change in service. State the
advantages and disadvantages for customers and for the Postal Service (for example, tell customers whether their address will be
affected and whether P.O. Box fees will change if they choose service at a neighboring retail facility). Make it clear that no final
decision has been made. Do not argue or raise your voice with customers. Always tell them the truth. If the answer to a customer’s
question is not apparent, obtain the customer’s name and address and respond in writing after the meeting. Make notes of customer
concerns and responses for inclusion in the official record. However, do not tape the meeting, because this inhibits open discussion.
Immediately terminate the meeting if it gets out of control.

251.1 Selecting Date and Location

The Marketing Manager should discuss the time and location of the community meeting with the Postmaster, OIC, or other
responsible personnel. Be sure to schedule the meeting at a time that encourages customer participation, such as during an evening or
weekend. Potential community locations include a community center, church meeting room, city hall, school, or the postal retail
facility. Designate a set time for the meeting, but be flexible enough to extend the meeting if necessary to answer customer questions.
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Dress appropriately for the community. If a second meeting is warranted, plan and schedule it according to the same guidelines as the
initial meeting.

251.2 Notifying Customers

Notify customers of the community meeting date, time, and location at least five to seven days in advance. If you receive information
that the time is inconvenient for most customers, reschedule the meeting at a more convenient time.

252 Preparing for the Meeting

Begin preparations for community meeting immediately upon the official decision to undertake a study. The District Manager should
coordinate the following activities:

a. The Discontinuance Coordinator prepares a briefing sheet and management presentation, and prepares copies of the
briefing sheet for handout at the meeting.

b. The Manager, Marketing, finalizes the meeting logistics.
C. The Discontinuance Coordinator prepares sign-in sheets and cluster box unit (CBU) hand-outs, if applicable.
d. The District Manager conducts a readiness teleconference five days prior to the meeting.

253 Conducting the Meeting .

The Manager, Marketing, has the overall responsibility for the community meeting. The Discontinuance Coordinator should assist

with coordinating the following activities:

a. The Manager, Marketing, sets up the meeting location and required equipment.

b.  The Discontinuance Coordinator places the sign-in sheet near the entrance of the meeting room and encourages customers to
sign in.
The District Manager or MPOO conducts the Management Presentation and provides responses to customer questions.

d.  The Manager, Consumer & Industry Contact, with assistance of the Discontinuance Coordinator, has responsibility for
collecting customer comments and management responses.

254 Analyzing the Meeting

After the meeting, categorize customer concerns as postal and non-postal. Indicate the number of customers expressing each type of
concern. Also indicate the Postal Service response. Consumer & Industry Contact has responsibility for providing written responses to
any customer questions that were unanswered at the meeting. A record of the customer inquiries and responses should be handled as in

26.

26  Customer Comment Letters

A written response must be sent to each customer comment. The response must address the individual concerns expressed by the
customer. Consumer & Industry Contact should tailor core letters, as appropriate, to respond to customer comments.

261 Centralized Location

To simplify maintenance of a centralized channel for customers’ written comments and questions, they should be directed, whenever
possible, to a single P.O. Box address. If customer correspondence obviously related to the discontinuance is received elsewhere it
should be forwarded to or deposited at the P.O. Box designated for the discontinuance study.
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262 Customer Response Letters

The Manager, Consumer & Industry Contact, is responsible for customer response letters using established Headquarters procedures.
The customer letter and each response must be provided to the Discontinuance Coordinator for inclusion in the official record. When
appropriate, certain personally identifiable information, such as individual names or residential addresses/telephone numbers should
be redacted from publicly accessible copies of the record. If a core response is not available, Consumer & Industry Contact requests
assistance from the Discontinuance Coordinator to develop an appropriate response.

263 Excessive Volume of Comments

[f the volume of correspondence received exceeds the ability to respond in a timely manner, the Manager, Consumer & Industry
Contact, notifies the Discontinuance Coordinator who seeks and coordinates field support, with the assistance of the MPOO.

Handbook PO-101, May 2011 8



3 The Proposal

31 General

3sn  Discontinuance Coordinator Responsibilities

The Discontinuance Coordinator is responsible for overseeing the gathering and preservation of the official record
containing all documentation used to assess any proposed change. This includes any internal and external
communications related to the discontinuance. If the proposed action appears warranted, a formal proposal to
discontinue the facility is prepared and forwarded to the District Manager for review and concurrence before it is

posted.

3111 Memorandum to the Record

If, at any time, discrepancies or inconsistencies appear in the record documentation, the Discontinuance Coordinator
should explain and resolve the matter by preparing a written explanation for inclusion in the record (memorandum to
the record). Any memorandum to the record must reflect the date responsive information was obtained as well as the
date of the memorandum’s inclusion in the official record.

312 Proposal Checklist

When investigation of the feasibility of a possible discontinuance reaches the stage where a formal proposal to
discontinue an independent Post Office, Classified Station, or Classified Branch is prepared for posting, the
Discontinuance Coordinator must thoroughly review the proposal and supporting record before the 60-day posting
period. The Discontinuance Coordinator must complete a proposal checklist to certify that the review has been
conducted and that all necessary investigation has been undertaken and documented in the official record.

313 Log of Post Office Discontinuance Actions

The Discontinuance Coordinator must maintain a log of discontinuance actions for each independent Post Office,
Classified Station, or Classified Branch that is investigated for possible discontinuance. The log must include the
name, title, and telephone number of the coordinator most familiar with the case. It must be current and available at
all times. A copy of the log must be included in the official record.

312 Official Record

312.1 Review of Official Record

The Discontinuance Coordinator must thoroughly review the record to eliminate any inconsistencies, errors, or
omissions. It may be necessary to add additional clarification or to correct deficiencies, update PS Form 4920 with
current information, or re-post an incorrectly posted proposal. See 311.1 for information about explaining
discrepancies or inconsistencies with a memorandum to the record. The Discontinuance Coordinator must validate
and expressly enter into the record the log of discontinuance actions. This validation and entry certifies that the
record is ready for review by the Vice President, Delivery and Post Office Operations, and, in the event of an appeal,
that it is appropriate for review by the Office of General Counsel and the Postal Regulatory Commission. See 311.3
for information about the log of discontinuance actions.
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3122 Copies of Record Documents

The official record containing original documents or their electronic counterparts is kept at the district level. The
Discontinuance Coordinator is responsible for updating the official record from the time it arrives at the district until
the end of the discontinuance process. The final entry to the record is the Postal Bulletin Retail Facility Change
Announcement. The original official record is filed in district archives. Other copies of the record may be destroyed
at the discretion of the District Manager.

313 Archiving Official Record

313.1 Preparing to Archive Record

Before permanently closing the record to be filed in district archives, the Discontinuance Coordinator must review
the record documentation from the time the record was transmitted to Headquarters for final determination to ensure
that all subsequent occurrences are documented chronologically. (Documents filed in the official record must be
entered chronologically.) Examples of required documents include:

a.  Final determination and round-date stamps of posting and removal dates in each location.
b Copy of the completed Postal Bulletin Retail Facility Change Announcement form.

c.  Appeal notices, pleadings, and decision (when appropriate).
d

Copy of the instructions to the local address management office to update the Address Management System
(AMS) report.

e.  Copy of the published Postal Bulletin Retail Facility Changes Announcement.

3132 Archiving Record

In accordance with Electronic Records and Information Management Systems (eRIMS), the complete archived
electronic record must be kept for two years from the end of the calendar year in which the final decision is made.
The record may be disposed of after that time at the discretion of the District Manager. Electronic copies of the
record (see 312.2) must be kept at the district office for six years from the end of the calendar year in which the final
decision is made. '

32 Components of the Proposal

321 Description

The proposal must describe and analyze all details sufficiently that both customers and senior management
understand the nature and cause of the proposed change in service and the details of the replacement service. The
proposal must address each of the areas described in 321.1 through 321.7 below.

321.1 Responsiveness to Community Postal Needs

It is the policy of the government, as established by law, that the Postal Service provide a maximum degree of
effective and regular postal services to rural areas, communities, and small towns where Post Offices are not self-
sustaining. The proposal should compare and contrast postal services available before and after the proposed
change; describe how the changes respond to the postal needs of the affected customers; and highlight particular
aspects of customer service that might be more or less advantageous to respective customers. .
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321.2 Effect on Community

The proposal must include an analysis of the effect the proposed discontinuance might have on the community
served by the retail facility.

3213 Effect on Employees

The proposal must summarize the possible effects of the change on the Postmaster and other employees of the
installation considered for discontinuance. The District Manager must suggest measures to comply with personnel
regulations. (See the Employee and Labor Relations Manual.)

3214 Economic Savings

The proposal must include an analysis of the economic savings to the Postal Service from the proposed action,
including the cost or savings expected from each major factor contributing to the overall estimate.

3215 Other Factors

The proposal should include an analysis of other factors that the District Manager determines necessary for a
complete evaluation of the proposed change, whether favorable or unfavorable. If not already addressed elsewhere,
explain how unusual services furnished to customers, such as reading mail to illiterate or blind customers, or special
accommodations for physically challenged customers, can be provided upon discontinuance.

3216 Summary

The proposal must include a summary that explains why the proposed action is necessary and assesses how factors
supporting the proposed change outweigh any negative factors. In taking competing considerations into account, the
need to provide effective and regular service is paramount.

321.7  Notice
The proposal must include the following notice:

(1) Supporting Materials (all facility types). “Copies of all materials on which this proposal is based are
available for public inspection at during normal office hours.”

(2)  Proposal (facility not suspended). “This is a proposal. It is not a final determination to (close)
(consolidate) this facility. If a final determination is made to close or consolidate this facility, after
public comments on this proposal are received and taken into account, a notice of that final
determination will be posted in this facility.”

(3)  Proposal (suspended facility). “This is a proposal. It is not a final determination to (close)
(consolidate) this facility. If a final determination is made to (close) (consolidate) this facility, after
public comments on this proposal are received and taken into account, a notice of that final
determination will be posted in the (name of administrative office).

(4)  Appeal rights (Post Offices only, whether suspended or not suspended). “The final determination will
contain instructions on how affected customers may appeal that decision to the Postal Regulatory
Commission. Any such appeal must be received by the Commission within 30 days of the posting of
the final determination.”
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33  Official Administrative Record

331 Description

The official record includes all information that the District Manager has considered, and the decision must stand on
the record. No written information or views submitted by customers may be excluded, whether they support the
proposal or not. The discontinuance process can be lengthy, and more than one Discontinuance Coordinator may be
involved in the investigation. The official record must be updated and maintained in an accurate and timely manner
to assist new coordinators and others who review record documentation.

332 Format

The record must be maintained in the following format:

a. The record is assigned a docket number, which is the ZIP Code™ for the Post Office, Classified Station or
Classified Branch studied for possible discontinuance.

b.  Upon inclusion in the record, each document is assigned a sequential number that becomes its item number. The
docket number and item number are placed in the upper right comer of each document when entered into the
record.

¢. A numeric rather than alphabetical numbering system is used. Page numbers can be assigned consecutively

throughout the document and/or consecutively within each item. Page numbers should also be placed in the
upper right corner of each page within every document, below the docket and item numbers.

d. ltems are filed in chronological order. As written communications are received in response to the public notice,
invitation for comments or otherwise, each is included in the record (usually, but not necessarily, together with
its written response).

e. A chronological index is included that identifies each document by item number and the date entered into the
record. ' :

f.  The entire record is bound in a folder that opens from the side. A label bearing the installation name and docket
number is displayed on the folder cover.

333 Content

These conditions apply to the content:

a. Do not refer to individual customers by name in the index or proposal.

c. Ensure that photocopies or scanned versions of documents in the record are legible, and that bot# sides of two-

sided documents are included.
d.  Ensure that each statement in the proposal is supported evidence in the record.

e. Include updated PS Form 4920 to reflect updated information when necessary. If operations in an office are
suspended, copy the information that has not changed and update other data on the new PS Form 4920. Keep
old PS Forms 4920 in their chronological place in the record.

f. Review the record to ensure it is accurate and in compliance with federal law, Postal Service policy, and the
instructions in this handbook.

334 Availability of Record to Public

A complete copy of the record must be available for public inspection during normal office hours at the installation
under study for discontinuance or, if the installation has been temporarily suspended, at the installation providing

alternative service, as well as any office likely to serve a significant number of customers of the office under study.
The public irispection period must begin no later than the date when the proposal is posted and extends through the
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